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Manufacturers’ Trust Company's new “glass house” Photo: Ezra Stoller 


@ Cut office costs by “auditing” procedures—review pays dividends 
@ New tax depreciation methods—which is best for your office? 
@ Automation in the office—a progress report 
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GRADE “A” FILES 


COMMERCIAL GRADE FILES 
One of America’s most popular 
files. Features full-progressive ball 
bearing suspension and traditional 
Steel Age quality throughout. 


REMOVABLE TRAY 
FILES 
A Steel Age-pioneered develop- 
ment! Allows easy removal of 
entire trays of index cards, 
checks, tabulating cards, etc. to 


The standard of quality in fine 
‘ files! Crafted in styles to meet virtu- 
mM ally every filing need in modern 
: business. 
| 
a 
ge 
4 CORRIAN FILES 
The economy favorite every- 
where, because it combines high 
oe Steel Age standards of quality 
> ae with a dollar-saving price tag. 
ys 
* 


more convenient work areas. 


TRANSFER 
FILES 
The ideal way to store 
and protect inactive 
files. Units interlock 
to easily form rigid 
file stacks. 


Wuen you say “Steel Age” you say 
about everything that can be said in filing. 
For there’s a quality-built Stee/ Age file 
to fit practically every filing job and 
budget—from inexpensive transfer files 
to handsome combination Grade “A” 
files constructed to operate for a lifetime 
with ease and precision. 

Your Steel Age Dealer will welcome 
the opportunity to show you how his 
wide selection of job-fitted Steel Age 
files can aid you in improving the effi- 
ciency of your filing system in 1955. 


CORRY-JAMESTOWN 
MFG. CORP., CORRY, PA. 
Branch Offices 


Atlanta @ Boston @ Chicago @ Dallas © Detroit 
New York ® Oakland ® Philadelphia ® Seattle 
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Here’s a 
good start for 
_ better business 
in 1955 


Thanking your customers for the business they 
gave you in 1954 is a nice and thoughtful thing to do. 


Best of all, it works two ways. Your customers 
will appreciate it. And you'll find it mighty helpful 
in continued good relations and even better business 
in 1955. 

Right now, at the turn of the year, is a good time 
to do it. And a Long Distance telephone call is by 
all odds the quickest and most personal way. The 
cost is small. The results can be big. Very big! 


BELL TELEPHONE SYSTEM 
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Thank your customers today 
—by LONG DISTANCE— 
for 1954 business 


@ ewe wn - 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 


Baltimore to Philadelphia........ 55¢ 
Cleveland to Pittsburgh.......... 60¢ 
ee Wk is é ce cdetcascies $1.35 
Atlanta to New York............ $1.50 


Los Angeles to Washington, D.C.. . $2.50 


These are the daytime Station-to-Station rates for the first three 
minutes. They do not include the federal excise tax. 


CALL BY NUMBER. IT’S TWICE AS FAST. 
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DESIGNED BY GEORGE W. REINOEHL 


Mac e Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET «+ Richmond 2-1800 
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OUR COVER this month is of a 
scene that has set all New York 
talking—the new Fifth Avenue 
office of Manufacturers Trust 
Company. 


This new office, at 43rd Street 
on the Avenue, is hailed as a 
unique contribution to the field 
of office design and equipment. 
In it, glass is employed to note- 
worthy degree by the architects, 
Skidmore, & Merrill, 
who were also architects for New 


York’s Lever House. 


Owings 


More about features of this 
pace-setting new banking office 
in the next issue of Office Man- 


agement, 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


january, 1955 


Volume XVI No.1 


in this issue 


Machine worries (Editorial) ....--...-.-+++++++++++- 17 

Cut office costs by “auditing” procedures ---------- 18 
by Robert Galloway 

New tax depreciation methods ------------+--++++++> 21 
by Willard F. Stanley 

Businessman’s lunch—de luxe version -------------- 24 

Dow built efficiency into these new offices---------- 26 

Librartes few benstneed «2. oc ccc ccc cw cc ccccccevewccce 29 
by Andrew Duane 

Trapping “poison-pen” typists -------e eee eee eee eee 31 
by Kim Darby 

Urban and suburban—today’s office layout -------- 34 
by Kenneth H. Ripnen 

Automation in the office ---------+cccccssecceecceces 38 


by Robert M. Smith 
Semi-annual index—July through December, 1954 41 


Catalogs, booklets, brochures for the office 
(Special section ) 
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Published monthly by 
GEYER-McALLISTER PUBLICATIONS 


Andrew Geyer-McAllister, Inc. 
Publishers since 1877 


212 Fifth Ave., New York 10, murray Hill 9-4411 


branch offices 


Boston 10, 212 Summer St., Room 600, (Hancock 6-5390), Charles G. Kretschmar; Chi- 
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2- 2597), Alexander Rattray; Dallas 19, 3908 Lemmon Ave., (Lakeside 2322), Joe Sanders. 

Subscription: $3 a year in United States and in possessions, Canada, Mexico, Cuba, Central 
and South America. Other countries $9 a year. Single copies 35¢. ty 4 1955 by Andrew 
Geyer - McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who 
Makes It and W bere, and The Gift and Art Buyer. 
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Reentered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 


i 2 
) ) . , ae 
fs ta od 4 
i 
;: . a ae oT Bit tae ee % Sibi e+ * 4 ae “Wag ‘ji 7 
- + ives 
ag | Z io 
’ 4 aia 
a f 
| Management | y 
PSS aa eee ae ee ey eee 
ihe 
ee bios -~ 
| . 
r i § 
. 1 
a oO 
" ar. 
. en ae 
cA tag 
; age 
a Ween 
an af 3 
Tae oe ee a 
WYtae; may & lis 
; ) neg, aie . 
[| ae | # 
. - ivi? < za Beet 
i ae " oma 
A el 
7 bucke wai f et 
4 ry .- Te "2 7 
a ; } , | 7 ee : sh 
Be 1 
el 
45 ma 
rs . Nae ne RE eR EE eee ee eee eee is i) r 
a ae 
(" 
a ‘ 
ee _ 
‘ae Be 
fF vier: 
di 4 
f “ : 4 
Ris , 
ai 5 
a 
ye “ , 
ee 
“ea 
" 4 
1 t - ee A 


How XEROGRAPHY ~~~ 


cuts duplicating costs $30,000 a year 


for TWA Trans World Airlines 


U.S.A. © 


EUROPE © AFRICA ¢ ASIA 


SPEEDS : 1. Fiwanciat REPORTS AND CHARTS TO MANAGEMENT 
2. SERVICE AND MAINTENANCE MANUAL REVISIONS 
3. PRODUCTION OF FORMS AND ILLUSTRATIVE TRAINING MATERIAL 


From its earliest beginnings, Trans World Airlines has been in the fore- 
front of aviation development, constantly seeking methods and devices 
to improve equipment and passenger comfort. 

Convinced that xerography offered a new and better way to get paper- 
work done cheaper, faster and with photographic accuracy, TWA in- 
stalled XeroX® copying equipment to prepare offset paper masters for 
duplicating. Result: —TWA’s annual paperwork expenses trimmed by 


$30,000! 


Monthly revisions in TWA’s service 
manuals and parts catalog are speedily 
done by “stripping in” up-to-date data 
onto the originals which are then copied 
onto paper masters by xerography. De- 
tailed financial reports to management, 
about $70 using previous 
methods, now cost just $4, using xerog- 


that cost 


raphy. Wall size charts are easily included 
in 84" x 11” maintenance manuals—they 
are reduced in copying by xerography. 

Anything written, typed, drawn or 
printed can be reproduced with photo- 
graphic accuracy in about 3 minutes by 


xerography onto an offset paper master. 
These masters are used to run off multi- 
ple copies on an offset duplicator. Copies 
can be made from one or both sides of 
original material, by xerography, in en- 
larged, reduced or same size. 

For use in diazo type machines, trans- 
lucent intermediates can be made from 
an original in the same speedy way. 

It is now possible with xerography to 
make up to 8 copies from 1 xerographic 
image, including an offset paper master 
or translucent intermediate. 


Write for proof of performance folders showing how companies of all kinds, 
large and small, are cutting costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-37X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


es 
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XEROGRAPHY 


, The fastest, cheapest, most versatile way to make masters for duplicating : 
be Sat ae ho ee 
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Office salaries still rising, 
but less rapidly—NOMA 


Although the salaries of office work- 
ers continued to climb in 1954, accord- 
ing to the National Office Management 
Association, the gain last year was 
much less than in preceding years. 
This, says NOMA, represents a turn- 
ing point. “Between 1947 and 1953 
the rate of annual gain kept getting 
larger and larger,” said A. H. Gager, 
head of the NOMA technical staff, “but 
this year the gain was only about one- 
fourth of last year’s tremendous clerical 
salary increase.” 

Mr. Gager added, “The turning 
point in the spiraling office salary trend 
reflects the current economic picture. 
In addition, it is a possible indication 
that the severe shortage of clerical 
workers which has existed in the post- 
war period has been at least partially 
alleviated.” 

These conclusions were derived 
from a survey of salaries for seven 
specific clerical jobs in eleven differ- 
ent cities. Previous surveys had shown 
that from 1947 to 1950 salaries had 
increased an average of two dollars 
each year. In 1951 gains averaged 
three dollars, followed by another 
three-dollar jump in 1952. In 1953 the 
average increase was four dollars, but 
in 1954 the increase was one dollar. 
Nevertheless, NOMA observed, office 
salaries are up 53 per cent on the aver- 
age over those of 1947, and in some 
cases the increase is as much as 70 per 
cent. 

The cities surveyed were Atlanta, 
Calgary (Ontario), Des 
Moines, Detroit, Grand Rapids, Mil- 
waukee, New York, Philadelphia, Seat- 
tle, and Stamford (Connecticut). 

Considerable variation was found 
among these cities. For example, in 
Calgary and Milwaukee, wages in 1954 
were 70 per cent higher than they 
were eight years ago, while in Atlanta 
the gain was 39 per cent. Increases in 
the other cities were as follows: Detroit, 
61 per cent; Philadelphia, 60 per cent; 
Des Moines and Grand Rapids, 56 per 
cent; Stamford, 51 per cent; New York, 
50 per cent; Boston, 49 per cent; and 
Seattle, 44 per cent. The average gain 
during the last year has been 1.9 per 
cent, while in Atlanta there has been a 
decrease of 1.8 per cent. 

NOMA also presented figures show- 
ing increases according to specific types 
of jobs. Private secretaries are now 
receiving 66 per cent more than they 
did in 1947, according to the survey. 


OFFICE MANAGEMENT 
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“Virgcy 


Wationals save us over 100% a year on our investment.” 


— SUN-MAID RAISIN GROWERS OF CALIFORNIA, Fresno 


“The flexibility of National Accounting 
Machines enables us to produce our 
Accounts Receivable and Brokerage 
Payable statements in one operation. We 
experience similar efficiency and savings 
by applying National equipment to our 
Warehouse Inventory and Payroll 
Accounting. 

“Substantial savings also result from 
other benefits, such as the elimination of 
multiple entries, releasing two clerks per 
machine for other duties, and keeping 
records current during peak periods. 


““Sun-Maid’s complex accounting 
problems were analyzed and solved by 
National’s trained staff who installed the 
equipment and completed the training 
of our employees in a prompt, efficient 
manner. 

“Nationals save us well over 100% a 
year on our investment.” 


ACEC wansen— 


P: sident 
Sun-Maid Raisin Growers of California 


“World's Largest Raisin Packers” 


In all sizes and types of business, Nationals 
cut costs by doing up to % of the work 
automatically. They soon pay for themselves 
with the money they save, then continue 
savings as yearly profit. Operators are hap- 
pier because their work is made easier. Your 
nearby National representative will gladly 
show how you can save with Nationals 
adapted to your needs. 


*TRADE MARK REG U & PAT OFF 
Wuattonal 
ACCOUNTING MACH ES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, pvarron 9, onto 


949 OFFICES IN 94 COUNTRIES 


OFFICE MANAGEMENT 
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A truly amazing ya set with a pen that 
automatically fills itself from a giant ink-fountain 
in the base. And it’s so good, it is 

guaranteed to please you! 


Finger grip never touches ink. No chance 
for ink to touch you. 


Point instantly interchangeable and renewable. 
Fountain-base “‘ink-locked’’ against accidental 


spillage. Only the pen unlocks the ink. ; 
Writes full page or more without redipping. 


Fountain-base holds 40 times more ink than 
ordinary fountain pen. Won’t leak. Won’t 
flood. Easy to clean as a saucer. 


MODEL 444 


TO SELECT OR REPLACE 
... HERE'S ALL YOU DO 


MORE THAN 30 POINT STYLES 


the right point for the way 
you write...by number >--- 


) fi} s #: 


2668 SY 2550 é 9314M J P 9550 I 9668 tt 
30 NUMBERED POINTS—FOR EVERY WRITING JOB 


é: ; 4 f DESK 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 


The Esterbrook Pen Company of Canada, Ltd. 
92 Fleet Street, East; Toronto, Ontario 


COPYRIGHT 1955 
THE ESTERBROOK 
EN COMPANY 


January, 1955 


Switchboard operators have increased 
their income by 62 per cent, typists by 
58 per cent, and stenographers and 
transcribing machine operators by 53 
per cent. 

Mr. Gager observed that the figures 
had not been measured against in- 
creases in the cost of living, and he 
added that the figures were prepared 
only to determine trends. He said that 
a small margin of possible error should 
be allowed for in each case. 

The National Office Management 
Association, which has its national 
headquarters at 132 W. Chelten Ave., 
Philadelphia, has recently completed a 
survey of 93 United States and Cana- 
dian cities which shows salary figures 
for 23 office job categories. A confi- 
dential report for each city, based on 
this survey, has been prepared for 
NOMA members and for the non- 
member firms that participated in the 
study. 


Air conditioning equipment 

to be featured at show 

Air conditioning equipment of all 
types, including window models and 
central units, will be exhibited at the 
International Heating & Ventilating 
Exposition, to be held in the Com- 
mercial Museum and Convention Hall 
in Philadelphia, January 24-28. Dur- 
ing the same week, The American So- 
ciety of Heating and Ventilating Engi- 
neers will hold its 61st annual meeting. 

In addition to air conditioning equip- 
ment, the show will present exhibits of 
all types of heating and ventilating 
equipment, together with associated 
control equipment. The exposition is 
under the management of the Inter- 
national Exposition Co., 480 Lexington 
Ave., New York. 


New company purchases 
All-Purpose Metal 


A new corporation, called Markol 


| Metal Products, Inc., has been formed 


in Rochester, N, Y., to acquire the All- 
Purpose Metal Equipment Corp., 
manufacturers of racks, tables, and 
other equipment used in mailing rooms, 


| offices, and in industrial applications. 


The company will continue to manu- 
facture TR, Jr., and TR, Sr. traveling 
racks and other All-Purpose equip- 
ment. The Markol line will be known 
by the name “Multi-Purpose.” 
President of the new corporation is 
Charles W. Kolmetz, and Erwin Mar- 
tens, president of the Martens Heating 
Co., of Rochester, is vice president. 
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More and more, businesses everywhere are counting on 
Comptometer Adding-Calculating Machines . . . to speed figure 
work. . . to cut profit-wasting time and costs. 


Direct action gives instant answers. Three-way control 
prevents errors--signals the operator by sight, sound, 
touch. Floating touch speeds work, dual-action gives you 
two machines in one. Call your Comptometer representative, 
or fill out and return the coupon below. 


COMPTOMETER ADDING- 
CALCULATING MACHINES se az ee ad 
ooo andy aity ty Soh & — - FELT & TARRANT manuracturiNG company — 
Tarrant Manufacturing Co., 
1742 N. Paulina St., 
Chicago 22, Ill. Offices in 1742 N. Paulina St., Chicago 22, IIlinois 
principal U.S. cities and Please send me, without obligation or cost, complete information about the 
throughout the world. world-famous COMPTOMETER ADDING-CALCULATING MACHINES. 
Name al 
Company 
Address 
- City 
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“Make your records and 


keep your records easily” 


SAYS KING COTTON 


The paper used in keeping records in your 
business is the least expensive part of the 
job. Yet having the right paper can mate- 
rially increase accuracy and save hours of 
clerical costs. The 24-page free booklet illus- 
trated above may help you these ways: 


4. Decide how long your records and doc- 
uments should be kept. 


2. Set up a records control system. 


3. Find out what grade or quality of 
paper is required for the use you give 
it. 


4. Buy record-keeping gi and card 
stock most economically. 


5S. Use “color control” to increase accu- 
racy in keeping your records. 


Sending for this free booklet now may save 
your organization hundreds of hours of cler- 
ical time. Simply complete the coupon — no 
cost or obligation. 


PARSONS MECHANO FORM 


Ledger and Index-Bristol — 
Made with NEW Cotton Fibers 


One of America’s most widely-used 
record-keeping papers, Mechano 
Form Ledger, is made in white and 
six colors, 13 sizes and four weights. 
Mechano Form Index-Bristol is in 
white and seven colors, five sizes and 
four weights. The colors in paper and 
card match for “color control” —a 
big time-saver for various types or 
classes of records or copies. In eco- 
nomical Mechano Form you can get 
paper or card as tough or stiff as you 
need it, and practically any shape or 
size without waste. It’s oude to 
match the needs of both machine and 
hand bookkeeping. Mechano Form 
will not “dog-ear” at corners, dis- 
color or roughen from erasure, and 
ink will not “run” on its fibers. Ask 
your printer or paper merchant. 


PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


© prc 1955 


Parsons Paper Company, Dept. 51, Hotyoxe, Mass. 


Name 


Organization 
or Company 


Street 


City 
or Town 


- 
> 


(Please Print) 


Please mail me, without cost or obligation, your booklet, “How to Get 
What You Need in Record Keeping Papers and Index Cards.” 


State 


January, 1955 
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AMA to hold management 

conference in Los Angeles 

“It’s either grow or decay” will be 
the theme of the general management 


_ conference to be held by the Ameri- 
| can Management Association at the 


Hotel Statler, Los Angeles, Jan. 24-27. 
The program for the conference in- 
cludes analyses of economic trends and 


_ of the Washington outlook for the next 
| year. One of the morning sessions will 


be devoted to studies of the practical 
application of electronic computers and 
other developments to business prob- 
lems. 

Other subjects to be covered include 
the training of the rank and file for 
cost reduction, personnel testing, col- 
lective bargaining, requisites for com- 
pany growth, product diversification, 
organizing for expansion, and market 
development. The final morning ses- 
sion will deal with problems of man- 
agement development in both a large 


| and a small company, and with con- 


trols for research and development. 
Information concerning the confer- 
ence can be obtained from the Ameri- 


/ can Management Association, 330 W. 


7 


42nd St., New York. 


Louisiana State U. plans 
computer conference 
Louisiana State University has an- 
nounced that it will hold its 1955 Con- 


_ ference on High-Speed Computers at 


the University, February 14-16. The 


| conference will deal with office pro- 


cedures, statistical operations, and 


numerical methods designed for the 


| adaptation of problems to machine 


solution. In addition, there will be a 
series of exhibits by manufacturers of 
computing equipment, including de- 
monstrations of computers in opera- 
tion. 

The conference will be open to busi- 
ness men, office managers, accountants, 
engineers, chemists, physicists, and 
others. Information may be obtained 
from Dr. Lloyd Morrison, Head, De- 
partment of Accounting, Louisiana 
State University, Baton Rouge, La. 


Printing firm adds facilities 

The Cullom & Ghertner Co., print- 
ing and lithographing firm of Atlanta 
and Nashville, has purchased the Balti- 
more printing and lithographing plant 
of the Esso Standard Oil Co., in a 
move which will increase Cullom & 
Ghertner’s production capacity and 
will provide service for Esso’s national 
printing requirements. 


OFFICE MANAGEMENT 


RY 
" _ Rta, hs, bee — 
sal os - TTL a 
1a be ‘ a et he \ 
Oa How 10 8 oy ae 
; Ay a8 ou need -* Y a t y 
ae A what Y y | 
s i a / 
a jp eee ||| 
skeet a : 
4 bia =(Record Keeping i & @ 7); 
3 | Papers | a Qe 0 
hy a and Index Cards Eo) XQ 
5 a oe |) 
oF, 4 i au 
hs a eS 
Be ae oeeess Sa aesss= tosses || 
ey Sone . te i + Pitt — t 
ee ; a Sees oseeeseoe | ‘ 
ia +h Lt a TT eckesies 
ey. 3: Seceaeeeneee ssc aemannene 
Ls : 
: * pO 
ae) ee 
ea Pe 
ce 
| 
C—lrvw— 
ee a 
i 
— he ; 
oe | 
4 . 
i ' 
| | 
f : Pte eS See eee SS SOS See SSeS SSeS SSeS SSS SSeS SSeS SSeS See | - 
Se a 
| at 1 
1 ‘ 
ae : 
ie , z a 
| 4 Pe | 
iF ie *y ' 
ae ; | 
Pe Se tied i ecm cisions a 
eae 


F GUARANTEED. 


against breakage © eh 


CLIMATE CONDITIONED 


ge Z to unroll seers stick tight © 


COSTS 12% LESS 


. eae ghd a year ago a 


IdVL 13 oxa se 


TEXCEL 


CELLOPHANE TAPE 


PRODUCT OF PeERMACEL TAPE CORPORATION, NEW BRUNSWICK, NEW JERSEY 
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How a lock company cut order- 


invoice typing time GO% 


Schlage Lock Company, of San 
Francisco, has achieved exceptional 
efficiency in the order-invoice sys- 
tem with a snap-out form built 
around a Colitho Paper Offset Du- 


plicating Plate. Typing time was 


reduced 80%. Mailing time was cut 
in half. Clerical errors were greatly 


reduced—and transcription errors 
have been eliminated! 
Colitho Plates — plain 
or preprinted — can be 
adapted to any busi- 
ness form. The original 


typing prepares the plate which is 
run off on an offset duplicator. Form 
and fill-in are reproduced in perfect 
register — cleanly — legibly. 

This case history demonstrates the 
economy and efficiency that count- 
less businesses now enjoy through 
the use of Colitho Plates. We havea 
collection of these factual stories 
which you will find packed with 
valuable ideas. May we send them 
to you? Use the coupon and you'll 
receive your copy of the Colitho 
Idea File promptly. 


THE ‘“‘ONE-WRITE”’ WAY TO RUN A BUSINESS 


Colitho Division, CoLUMBIA RIBBON AND CARBON MFc. Co., Inc. 


571 Herb Hill Road, Glen Cove, New York 


Okay, send me the Colitho Idea File 


Name 


Company 


Address. 


Zone. State. 


City. 


12 


January, 1955 


Coming Events 


University of Michigan 
January 6-7 
Ninth Annual Business Machines 
and Supplies Exhibit 
Rackham Building, University 
of Michigan, Ann Arbor 
* 

Plant Maintenance & 
Engineering Show 
January 24-27 
International Amphitheater, Chicago 
* 

American Society of Heating and 
Ventilating Engineers 
January 24-28 
Twelfth International Heating and 
Ventilating Exposition 
Commercial Museum and 
Convention Hall, Philadelphia 
e 
Louisiana State University 
February 14-16 
1955 Conference on High-Speed 
Computers 
Louisiana State University, 
Baton Rouge 
& 

University of Wisconsin 
Wisconsin Manufacturers Association 
February 15 
March 15 
April 19 
May 17 
Conference for Office Managers 
Wisconsin Tower Building 
Milwaukee 
om 
Office Management Association 
of Chicago 
Northwestern University 
February 28-March 3 
Thirteenth Annual Management 
Seminar and Business Show 
Conrad Hilton Hotel, Chicago 
a 
National Association of Cost 
Accountants 
April 12-15 
Eighth Annual Southern California 
Business Show 
Biltmore Hotel, Los Angeles 
. 

National Office Management 
Association 
May 22-26 
Thirty-Sixth International Conference 
and Annual Office Machinery and 
Equipment Exposition 
Royal York Hotel and Mutual Arena, 

Toronto, Ontario 
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ACE PILOT Im 


Look At The Complete 
ACK Line. /7 PAYS! 


T.. ACE Line offers a wide range..a better 
Stapling Machine at whatever price you wish 
to pay. It only remains for you to select the 
one riodel best suited to your needs. Ask your 
dealer to demonstrate the ACE Machines that 
staple and pin. And other models that also 
tack and hand fasten. Then see the fast, 
smooth-working ACE Staple Remover. You'll 
want this handy tool, too! The name ACE on 
Stapling Equipment will prove your key to top 
value..top Stapling satisfaction for alifetime. 


SOLD THROUGH DEALERS EXCLUSIVELY! 


BS ACE CLIPPER | 
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. “INTO THE RED” is putting it 
mildly. It’s actually bankruptcy in four 
out of ten cases where business records 
are destroyed by fire. Ordinary steel files 
heat up just like a skillet — contents start 
to char in as little as five minutes. Obso- 
lete safes are no protection. 

Find out now, before your fire strikes, 
exactly to what risks your vital records 
are exposed. The Remington Rand 
BUSINESS RECORDS FIRE HAZ- 
ARD CALCULATOR will tell you 
quickly and accurately, without cost, 
whether you have the record protection 
your business requires. 

Your Remington Rand representative 
can show you over 200 models of certi- 
fied insulated equipment for “point-of- 
use,” 24 hour-a-day, record protection 


— about the cheapest permanent insur- 
ance you can buy. See him at your 
nearest Remington Rand office, today. 


Free! Business Records Fire Hazard Calculator. 
Tells what the duration of your fire would be... 
takes into account popular misconceptions about 
fire-proof buildings, steel files, insurance, and 
safes. Write for SC745 and your copy of “Down, 
but not Out,” SC684. Room 1141, 315 Fourth 
Avenue, New York 10, New York. 
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U. of Virginia to open school 
of business administration 
A new Graduate School of Business 

Administration! will be opened by the 

University of Virginia, Charlottesville, 

Va., next September 15th, according 

to a recent announcement from Col- 

gate W. Darden, university president. 

The dean of the new school will be 

Charles C, Abbott, who has resigned 

as Converse Professor of Banking and 

Finance at the Harvard Graduate 

School of Business Administration in 

order to accept his new position. 

The school will offer a two-year 
course leading to the degree of Master 
of Business Administration. Normally, 
applicants will be required to have a 
bachelor’s degree, but exceptions may 
be made in the cases of individuals 
with exceptional qualifications. The 
tuition fee -vill be $350 a year for 
residents of Virginia, $650 for non- 
residents. 

Plans for the new school have been 
in process for nearly ten years. The 
school has an endowment of more than 
one million dollars, which was pro- 
vided by business, banking, and indus- 
trial interests in Virginia. In addition 
to income from this endowment, the 
school will receive aid from the state. 


Records management 
seminar held in Chicago 

A Records Management Seminar for 
records consultants and executives was 
held at the Palmer House, Chicago, 
November 15th to 19th, under the 
sponsorship of Record Controls, Inc., 
209 S. La Salle St., Chicago. 

The seminar, which was conducted 
on an informal basis, covered such 
subjects as the scientific fundamentals 
of all records administration, including 
control of records, selection and train- 
ing of personnel, surveys and analyses 
of files, handling of old records, and 
the relation of electronics to record 
keeping. Field trips, group discussions, 
and analyses of individual problems 
were also featured. 

Among the speakers were John R. 
Crowley, of the Hotpoint Co.; T. J. 
Manzke, of the Pure Oil Co.; Dr. Mar- 
garet Frank, counseling psychologist 
for the Veterans Administration; Wil- 
der Morrison, of Butler Brothers; 
A. M. Weinrich, of the Lumbermens 
Mutual Casualty Co.; J. P. Eager, of 
the Recordak Corp.; Trusten Lee, of 
the General Services Administration; 
and Dr. Herbert Brayer, of American 
Business. 
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@ HAPPY new year! 

More than 17,000 paid subscribers * 
of Office Management to wish this 
to, as 1955 opens. New circulatioz 
and rate of subscription renewal at 
highest level in the history of this 
magazine. 

@ THANKS for all the commenda- 
tion received during 1954 on feature 
material published, The editors 
promise further enhancement and 
expansion of editorial service during 
the coming year. 

@ INCLUDED of course will be 
intensified coverage of that subject 
of vast and increasing interest—office 
automation, with special reference 
to first-hand reporting of major new 
examples of integrated data process- 
ing, as in two widely discussed 1954 
articles: “U. S. Steel Sets Up Auto- 
matic Office” (March, April) and 
“Alcoa Inaugurates Integrated Data 
Processing” (December). 

® NEW YEAR will see Office Man- 
agement intensifying its study of 
changing office conditions, for the 
special benefit of the top-manage- 
ment, policy-making executives 
forming so large a part of Office 
Management's readership. Watch 
for new series on how important 
offices are organized to meet the 
managerial problems of a new day! 
@ EDITORIAL department proud 
of increasing number of outstanding 
articles submitted unsolicited by ex- 
ecutives doing important work in 
the field of the office. Something 
significant to say—and they want to 
say it in Office Management! 

@ NOTE new three-column make- 
up for OM, beginning in this issue. 
Narrower columns throughout make 
for easier reading, more flexible and 
attractive format. 

@ THERE'S a very useful summary 
of data regarding suppliers’ catalogs, 
brochures, and folders beginning on 
page 45. Use it to help bring your 
office reference files up to date. 

@ SPEAKING of reference files, 
next month’s issue will feature an 
interesting article on developing a 


Robert M. Smith 
Managing Editor 


editors— 


full-fledged office library. It’s “Build- 
ing a small company’s library,” by 
Arthur N. Bishop. 

@ IN its current annotated bibliog- 
raphy, “Business Applications of 
Electronic Machines,” the Control 
lership Foundation, Inc., New York, 
lists ten articles which ran in Office 
Management during the past two 
years as being among its suggested 
basic reading for executives on the 
subject of office electronics and auto 
mation. Thanks for the compli- 
ment! 

@ IN February, a new subject 
makes its bow in the “Tools of the 
Office” series, long a feature of this 
magazine. The February install- 
ment of this feature will cover 
“Equipment for Integrated Data 
Processing.” 

@ THE “Tools” series for 1955 will 
be streamlined and revamped, to put 
greater emphasis on trends and us- 
age, as it proceeds from month to 
month covering what is new in the 
major fields of office equipment. 
®@ NEW or remodeled office in pros 
pect? We would like to hear of it, 
for editorial mention. Incidentally, 
we understand that more and more 
office construction involves as a pre- 
liminary some study of features em- 
bodied in Office Management's 
“Office of the Year” Award-win- 
ning offices. 

@ A new department makes its first 
appearance in this issue—“Automa- 
tion in the Office.” Purpose: to 
round up for husy readers each 
month important news and ideas 
bearing on this new and powerful 
trend. 

@ “MAY we reprint—?” A request 
always pleasing to the editorial ear, 
indicating that another feature has 
rung the bell in a special way. We 
are always getting requests for per- 
mission to reprint, digest, or abstract 
editorial features. Glad to say “yes” 
whenever possible! 


Mon V. Aap, 


Editor 


Robert Beeman 
Associate Editor 


* Subject to verification by ABC Audit. 
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you'll find GLOBE-WERNICKE office equipment everywhere ! 
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Globe-Wernicke’s new Streamliner Desks come 
in 76 models with a choice of 6 colors: seal 
gray, sea green, copper tan, olive green, grained 
walnut and grained mahogany. Such conveni- 
ences as nylon drawer glides for silent sliding, 
height-adjustable island bases, complete sound 
insulation and molded or square-edged tops make 


apa: 


a 


LE 


the G/W Streamliner the most advanced metal 
desk in America today. The Streamliner is as 
handsome in the general office as it is in the 
executive suite—and what’s more it’s engineered 
for maximum work output. Check with your 
Globe-Wernicke dealer. He’s listed in the Yellow 
Pages of your phone book. Or write us direct. 
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CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, AND VISIBLE RECORDS 
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editorial 


Machine worries 


WHO'S worried about automation? 

Not the office, certainly, where the new principle of automation—ot 
integrated data processing—is making significant current advances, but the 
factory, always heretofore held up to the office as the model to be copied in 
the efficient mechanization of work. 

Here is Walter Reuther, CIO leader and top spokesman for the super- 
efficiently mechanized automobile industry, in the news the other day with 
a warning that Government must concern itself with the spread of auto- 
mation in industry, lest production outrun the ability of the wage-earner to 
absorb that production. 

When the typewriter first came on the market, there was many a predic- 
tion that it would spell disaster to the office worker. Instead of hurting the 
worker, the typewriter of course went on to increase both the labor force 
and its earning power just as much as it increased the productivity of the 
office. Each major office invention or innovation since then has been taken 
calmly in stride, right down to the quiet revolution actually under way in 
the introduction of new electronic office devices and the systems and pro- 
cedures which these call for. 

In this new office development, in which our country is giving the world 
startling new evidence of its leadership in the office field, a sane, intelligent 
approach is being made to new opportunities, and to the various problems 
which may be involved in taking advantage of them. 
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Operations should 


4 Ee 


be discussed only with the person actually doing the job. 
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Cut office costs by “auditing” procedures 


The office can profitably follow the factory’s lead in 
constantly checking its procedures: results include work 
simplification, tighter organization, lowered costs. 


by Robert Galloway 
Wallace Clark & Co., Management Consultants, New York 


A PROCEDURE is merely a standard- 
ized method of performing work. It 
can be a written standard practice or, 
on the other hand, a verbal understand- 
ing established by precedent. Either 
approach can be effective or ineffective, 
depending on whether it depicts the 
one best way for you at the time. A 
recent survey indicated one-third of 
all company employees are performing 
clerical work. The laws which regu- 
late the activities of this one-third of 
your organization are procedures. 
These same procedures have a deci- 
sive influence on the other two-thirds 
of your organization. 

Far more energy and talent has been 
used in finding the one best way to 
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make or assemble an article in the fac- 
tory than in finding the answer to the 
proper procedures for administering or 
controlling the enterprise itself. The 
flow process chart, operation analysis, 
methods sheet and plant layout are 
probably now being used as a daily tool 
or technic in your factory, but are 
you using their counterpart, procedures 
analysis, for the non - manufacturing 
phases of your business? 

A business is a dynamic body made 
up of people subject to external and in- 
ternal influences. The procedures for 
controlling the functions of these people 
cannot be put in a vacuum as com- 
pleted articles, but must be subject to 
the never ending process of audit, an- 
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alysis and change. Through this proc- 
ess sound cost reduction programs are 
implemented. 

It is a wonder there has been a lack 
of attention to procedure analysis when 
it forms the very ties between depart- 
ments and integrates the organization. 
The necessity of cutting across depart- 
mental lines might be one reason. 
Then too, the administrator or so-called 
“white collar” worker who is governed 
by procedures is sometimes rather stub- 
born in making changes. Oftentimes 
changes in procedure may spell the end 
of the status quo, personal ambitions. 
pet ideas. He is, therefore, apt to be 
rather positive that what is being done 
now is the “one best way.” 


Results of auditing 

The hidden treasure in audit or an- 
alysis of your procedures is great. Out 
of it can be obtained work simplifica- 
tion, elimination of confusion in areas 
both within a company and in cus- 
tomer and public relations, organiza- 
tion strengthening and a speeding up 
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in the flow of communication and paper 


work. The latter is important as it 
entails removal of the “fat” and allows 
the taking of action at the earliest pos- 
sible moment. It all prepares a path to 
reduce management’s daily worry— 
costs. 

For many years, to record and audit 
the flow of papers or procedures, we 
have used a technic called “Movement 
of Papers.” This technic is used for 
the gathering of facts relating to exist- 
ing procedures, the required analysis 
for improvement, and finally for de- 
tailing the new procedure. 

The new procedure is prepared in a 
form suitable for training and intro- 
ducing the required changes, In it- 
self it can become a “Standard Prac- 
tice” or “Standard Procedure.” 

Even though proposals for changes 
are not to be presented, this technic 
allows a means of forming rapidly an 
impression of the competency of the 
staff and the adequacy and intelligence 
of the methods used. 


“Movement of Papers” 


A “Movement of Papers” consists of 
three parts: 


A chart showing graphical- 
ly the sequence of the vari- 
ous steps in the procedure 
and who performs each 
one. 


A text giving a complete 
description of the work 
done at each step. 


A sample set of the forms 
used, 


Just as a poor initial approach in 
the factory has defeated many a time 
study man before he has started, much 
of the potential in a procedure analysis 
can be lost if the groundwork is not 
laid properly. 

Before starting a study of any part 
of an organization, it should be dis- 
cussed with the official or supervisor 
in charge, securing his interest and co- 
operation. Transmit a feeling that 
what is being undertaken requires the 
collaboration of both the operating per- 
sonnel and the procedures analyst who 
is experienced in utilizing the technics 
of analysis and organization of flow of 
work. A fault-finding attitude will 
give no opportunity to sell the im- 
provements at a later date. The im- 
provements must be worked out to- 
gether. 
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In charting the procedure use the 
“shirt sleeve” approach of observing or 
discussing the operation only with the 
person who is actually performing the 
function. 

Making the audit 

As the first step in the preparation 

of the principal paper draw a chart 


WAYS OF INDICATING 


showing at the top the individual or 
group doing the work. Use a circle to 
indicate an operation on the paper and 
lines connecting the circles to show 
movement. Label the lines with the 
names of papers. Figure 1 shows the 
standard symbols and designations used 
in making the chart. 


MOVEMENT OF- PAPERS 


Show main flew of papers by hesevy line- 


Show subsidiary flow by lighter line. 


Papers held or filed. 


Pepers removed from file. 


Use broken line for operation not in- 
volving actual flow of papers, i.e. 
verbel request or order, personal 
visit, ete. 


Te show flow not requiring « numbered 
step such es handcerry and returns 


To show flow not requiring « numbered 
step when pepers co not return- 


Do not cross-lines unless it is ab- 
sclutely necessary. If it cannot be 
avoided, use an interrupted line. 


To avoid crossing lines or using curved 
lines. 


Distribution of a large number of copies 
of the came papers can be show es ¢ 
single lime with detail in text or st 
etre of chart, or as a light horizontal 
line with branches indicating distri- 
bution in the proper columns. 


PERM. PAYROLL CHANGES 
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Where it is possible and destrable to 
shor « breakdown of the movenent, place, 
headings as shown. 
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re] 
/ (2) 
TEMP PAY. CHANGES 


Figure 1. Standard symbols and designations used in 
making the recommended “Movement of Papers” chart. 
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On a separate sheet, write a descrip- 
tion of the operation in the present 
tense. Be sure to account for move- 
ments of all the copies of the form. 
Each operation is numbered in_ se- 
quence. 

Follow every step from start to fin- 
ish in the order in which they are 
taken, even if that means coming back 
several times to the same individual. 
Go to each place where clerical or ad- 
ininistrative operations are performed 
and secure an explanation of what is 
done from the individual who does it. 
If possible watch the operation a suff- 
cient number of times to make sure 
the procedure is really as stated. Find 
out the nature and extent of the excep- 
tions, 

After returning to your desk, redraw 
the chart and rewrite the description 
of operations to get them exact, in 
proper sequence and complete. Check 


information which is lacking or con- 
flicting. 

Collect the required number of 
sample forms when preparing the 
chart; this saves an extra trip. 

The analysis 

During the study of the present 
methods make notes on possible im- 
provements. Audit each operation, by 
questioning every detail. 

Why is it necessary? 

Can it be eliminated? 

Can it be combined with other oper- 
ations? 

Would a change in sequence of op- 
erations be advantageous? 

What is “the best way” to do it? 

Who is best qualified to do it? 

Can a checking or inspection opera- 
tion be avoided by changing the 
method of doing the work originally? 

Can any copies of forms be elimi- 
nated? 
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Figure 2. Two charts show present order-handling procedure (top); revised 
procedure (bottom). Twenty-four steps have been cut to fourteen. 
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Question form design, layout of de- 
partments, distances involved, mechan- 
ical equipment application, work place 
design, and qualifications of personnel. 

In other words, eliminate, combine, 
rearrange and simplify. 


The proposed procedure 


When the new method or procedure 
is clearly in mind, prepare the pro- 
posed “Movement of Papers” consist- 
ing of: 


Chart 

Description of opera- 
tions (Write in the imper- 
ative tense) 

List of forms 

Designs of new or re- 
vised forms. 


If the new procedure requires 
changed equipment, attach list and 
specifications. 

Once again test the proposed pro- 
ceduré by questioning every detail. 
After you are fully satisfied with the 
result, review it with those directly 
in charge to secure agreement. Make 
trial runs if necessary to check the 
procedure. 

In Figure 2 are shown two typical 
charts on Order Handling; one is of 
the Present Procedure, the other is the 
Revised or Proposed Procedure. Twen- 
ty-four steps have been cut to fourteen, 
the length of time to process a shop 
order has been reduced in half, and 
cost reductions have occurred in sev- 
eral departments. Realignment of or- 
ganization functions was indicated and 
made. Accompanying the graphic 
presentation of the procedure under 
study was a written description of the 
details at each operation. 

Cost reduction is inevitable with such 
simplification and elimination. The 
task is made easier, action is taken 
earlier, and confusion is eliminated. 


No magic involved 


There is no magic wand to be waved 
in Cost Reduction. Counting noses 
and taking action on the basis of per- 
sonnel count alone, without modifying 
procedures accordingly, only means that 
the job is done poorly. The personnel 
assumed cut merely creep back into 
the ranks because of the requirements 
of the procedures in force. The only 
sound approach is in a decrease of the 
work content by a careful analytical 
review of procedures and simplification 
reached through cooperative teamwork. 


(To page 69) 
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New tax depreciation methods 


DO YOU FULLY realize the benefits 
you can derive from rapid deprecia- 
tion under the new tax law? Are you 
familiar with the financial assistance it 
affords and the economic gain it can 
bring you? 

For example, if your company 
spends $100,000 to modernize its plant, 
with machinery having a life of 5 
years, you'll have about $10,000 more 
cash (10 per cent of cost) by the end of 
the first year to use toward paying for 
the new equipment. This financial as- 
sistance comes from reduced taxes be- 
cause of rapid depreciation on the new 
property. 

On the same amount invested in 
new property having a life of 20 years, 
your economic gain, from the free use 
of the taxes deferred to later years be- 
cause of rapid depreciation, would ex- 
ceed $8,000 (or 8 per cent of cost), 
assuming a reasonable cost for the 
money replaced by the deferred taxes. 

The foregoing percentages of addi- 
tional working capital and of economic 


Mr. Stanley, for ten years financial 
vice president of Southwestern Public 
Service Co., is the author of “New 
Rapid Tax Depreciation — What It 
Means to You,” which will be pub- 
lished shortly by Prentice-Hall, Ine.,. 
New York. 
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gain hold good tor any amounts of 
new property with these life spans. 

Then there’s the probiem of how to 
handle the accounting for rapid depre- 
ciation—and the impact on earnings, 
dividends and market values, if your 
stock is traded. 

This article describes, in condensed 
form, not only the new tax rights as 
to rapid depreciation, but highlights 
of all other important factors you 
should consider in reaching a deci- 
sion as to whether to adopt rapid’ de- 
preciation and which rapid method 
will be the best for you. 


Four methods allowed 


The new Income Tax Code gives 
American industry the right to adopt 
for tax purposes, one of the new, rapid 
methods of depreciating new property 
acquired, constructed, or reconditioned 
on and after January 1, 1954. This 
right also applies to projects initiated 
prior to January 1, 1954, to the extent 
of the cost of construction on or after 
said date. 

The basic methods of tax deprecia- 
tion under the new law are: 

1. The Straight Line Method. This 
is the method customarily used in the 
past and consists of depreciating prop- 
erty in equal annual instalments over 
its anticipated life expectancy. This 
method applies to all depreciable prop- 
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erty, whenever acquired or constructed 
and of any life expectancy. 


2. The Declining Balance Method. 
This method is not new, but hitherto 
was permitted only in special cases. 
The new law permits a write-off of 
200 per cent of the straight line rate 
annually, applied to the depreciated 
balance remaining at the end of each 
year. For example, if a new property 
had an expected life of 5 years, the 
write-off the first year would be 40 per 
cent of cost (instead of 20 per cent 
under the Straight Line Method); the 
next year the deduction would be 40 
per cent of the balance of 60 per cent 
remaining undepreciated, or 24 per 
cent of cost; the following year the 40 
per cent would apply to the 36 per cent 
of cost remaining undepreciated, which 
would make the deduction equal to 
14.4 per cent of cost and so on. This 
method may be used only with respect 
to new (not second hand) tangible, 
depreciable property acquired or con- 
structed on and after January 1, 1954, 
and having a life expectancy of three 
years or more. 

3. The Sum of the Years Digits 
Method. This method, too, has been 
used occasionally in the past, but is 
now made available by the new law to 
all taxpayers with the same limita- 
tions as to the date of acquisition or 
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Figure 1 
Life Expectancy of New Property 
(assumes 50% tax rate) 
Syears 10 years 20 years 33 years 


Per cent of Cost of New Prop- 
erty Represented by Addi. 
tional Cash Working Capital 
from Deferred Taxes*...... 


5% 24% 1h 


* These percentages are applicable to any amounts of new property. 


Assuming average cost of money replaced by 
deferred taxes of 5% per annum, after taxes 


5 Year Life 


20 Year Life 


Expectancy Expectancy 
Declining Sum of Declining Sum of 
Balance Digits Balance a 
Method* Method Method* Method 


Per cent of Cost of New 
Property Represented 
by Economic Gain to 


— 


8.2% 


1.8% 1.6% pe 
anging to Straight Line Method half way through life expectancy. 


**These percentages are applicable to any amount of new property. 


Assuming the New Prop- 
erty had a cost of 
$1,000,000, the re- 
spective amounts of 
economic gain on the 
foregoing basis would 


ME is au cod ceeea $18,000 $16,000 


construction and_life of property as in 
the case of the Declining Balance 
Method. The formula for computing 
deductions under this method is to 
add together each year in the expected 
life of the property (in the case of a 
4-year life, this would be 4 plus 3, 
plus 2, plus 1, equals 10); and then 
divide this figure each year into the 
remaining years of life expectancy (in- 
cluding the current year); thus for the 
first year the calculation would be 10 
divided into 4, or 40 per cent of cost; 
the next year 10 would be divided 
into 3, making 30 per cent of cost, 
and so on. 

4. Any Other Method selected by 
the taxpayer, provided the cumulative 
deductions at the end of any taxable 
year during the first two-thirds of life 
expectancy of the new property shall 
not exceed the cumulative deductions 
under the Declining Balance Method. 
So, it is still possible to use special 
formulae, such as units of production, 
units of labor, etc., but the taxpayer 
must be prepared to defend these spe- 
cial formulae as reasonable. 


Changes not permitted 

The new law does not permit tax- 
payers, without consent of the Internal 
Revenue Service, to switch from one 
method to another as to new property 
acquired or constructed in any year, 
although the right is expressly given in 
the law for taxpayers to change at the 
end of any taxable year from the 
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$53,000 $82,000 


Declining Balance Method to the 
Straight Line Method, as to the unde- 
preciated balance (less salvage) then 
remaining. The Declining Balance 
Method if carried forward unchanged 
would, theoretically, never fully depre- 
ciate the property, generally leaving an 
undepreciated balance from 3 to 13 
per cent at the end of anticipated life, 
but taxpayers could deduct the unreal- 
ized salvage in the year of retirement. 
Full depreciation can be obtained by 
switching to the Straight Line Method. 
The best time for the switch, in order 
to obtain maximum overall deductions, 
is at the end of the year following the 
half-way mark in the estimated life 
expectancy. Taxpayers must be pre- 
pared to defend the reasonableness of 
the Straight Line rates at the time the 
change is made. 


The Declining Balance Method dis- 
regards the factor of salvage and thus 
may be more desirable for taxpayers 
with properties having a high salvage 
factor. By switching to the Straight 
Line Method taxpayers would inject 
the element of salvage into the depre- 
ciation allowance, since salvage must 
be considered in fixing depreciation 
rates under the Straight Line and Sum 
of the Digit Methods. However, in all 
but exceptional cases, it is likely the 
best results will be obtained through 
adopting the Sum of the Digits Method 
or the Declining Balance Method, 
and later switching to Straight Line. 
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The Declining Balance Method will 
give taxpayers somewhat greater assist- 
ance in financing expansion or mod- 
ernization because the deductions 
thereunder are higher in the first two 
years of life of the property. On the 
other hand, the Sum of the Digits 
Method will, where the life expectancy 
of the property is about seven years or 
more, give a larger economic gain. 

Individuals, partnerships, corpora- 
tions and all other forms of taxable 
entities, acquiring or constructing new, 
tangible depreciable property on and 
after January 1, 1954, may avail them- 
selves of any of the rapid methods per- 
mitted by the new law. 

The test as to adoption of rapid de- 
preciation and changes in methods 
adopted applies to each year’s acquisi- 
tions. If taxpayers fail to adopt rapid 
depreciation as to particular property 
acquired in any year, they cannot do 
so in any subsequent year as to that 
property. But taxpayers can elect rapid 
depreciation as to the same type of 
property acquired in any subsequent 
year. Similarly, if taxpayers elect a 
rapid depreciation method they can- 
not change in any subsequent year to 
any other method as to such property 
(except from Declining Balance to 
Straight Line), but they are free to 
adopt a different method as to similar 
property acquired subsequently. 

Different methods may be adopted 
for different classes or items of prop- 
erty acquired in the same year, or one 
rapid method may be applied to all 
such property on a composite basis. As 
to each year’s acquisitions, elections 
must be made in the tax returns for 
that year. 

Life expectancy unaffected 

The rapid methods of depreciation 
which the new law permits should not 
affect depreciation rates or life ex- 
pectancy of property. These rates 
should be the same for the new prop- 
erty as to which rapid depreciation is 
adopted as for similar property which 
taxpayer owned prior to January lI, 
1954. Rates could be altered, however, 
where there are changes in conditions, 
or location of property or excess of 
accumulated reserves, etc. But in such 
cases the change would no doubt have 
been required regardless of the adop- 
tion of rapid depreciation. 

Fears have been expressed that the 
benefits of higher depreciation allow- 
ances under the rapid methods ap- 
plied to new property might be offset 
by lower depreciation allowances for 
tax purposes with respect to older prop- 
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erties. The language of the statute 
and the expressed intentions of Con- 
gress both seem to make such fears 
groundless. 

The primary benefit of rapid depre- 
ciation is that by increasing deprecia- 
tion deductions for tax purposes in the 
early years of the life of the new prop- 
erty involved, it defers to later years 
the payment of substantial amounts of 
taxes which otherwise would be payable 
in such early years under the Straight 
Line Method. The financial assistance 
taxpayers will obtain by reason of the 
additional cash working capital avail- 
able to them as a result of the deferred 
taxes will be helpful in all cases where 
rapid depreciation is adopted, but 
should be of the greatest importance 
where the new property has a rela- 
tively short life and represents a sub- 
stantial degree of expansion. 

Figure 1 shows the respective 
amounts of financial assistance deriv- 
able during the first year of life of 
new property from the adoption of 
rapid depreciation, using the Declin- 
ing Balance Method. 

The Declining Balance Method al- 
ways provides the largest tax deferral 
in the first two years, and is accordingly 
the preferable method in cases where 
financial assistance is of primary im- 
portance to the taxpayer. This financial 
assistance is the fundamental purpose 
of the new provisions as stated in the 
Congressional Committees’ reports. 
Without the benefit of such tax defer- 
rals taxpayers would have to provide 
equal amounts either through internal 
funds (such as depreciation accruals or 
retained earnings) or by bank loans or 
the sale of debt or equity securities. 
The source of such funds will vary. 
Where the relation of new to old prop- 
erty is comparatively small, deprecia- 
tion funds may be sufficient, Where 
the ratio of new property is large, sale 
of new securities or bank loans may 
be necessary, with accompanying fi- 
nancial problems and higher money 
costs. It is in these latter cases that 
rapid depreciation may be of maximum 
help. The financial help supplied by 
rapid depreciation may be of particular 
importance where a modernization pro- 
gram is being considered and avail- 
ability of cash from deferred taxes may 
be crucial. 

Economic gains 

Another, and totally different, benefit 
from rapid depreciation, of more uni- 
versal application, since it affects all 
taxpayers in varying degrees, is the eco- 
OFFICE MANAGEMENT 
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nomic gain by reason of the free use of 
the deferred taxes during the period of 
such deferral. To compute the amount 
of the economic gain, two factors are 
necessary, first the weighted average 
cost (after taxes) of the money which 
would have been used had the tax not 
been deferred, and next, the net period 
of tax deferral. The cost of money 
factor will vary in each case and must 
be estimated by the taxpayer. This cost 
of money should be figured “after 
taxes.” It is not the present cost but 
the assumed weighted average cost over 
the life of the property, This item is 
difficult to estimate accurately, partic- 
ularly where long-lived property is in- 
volved. However, as a rough overall 
average, between 4'2 and 3 per cent 
would not seem unreasonable. 

The economic gain from rapid de- 
preciation is arrived at by mul!tiplying 


(To page 64) 


New methods of depreciation may be 
applied to equipment, company-owned 
office buildings, furniture—any tang- 
ible property acquired after January 
1, 1854 
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Cafe society, front-page names are 
all right—but the weary businessman 


is the management's delight at this 


world-renowned restaurant. 


Businessman’s lunch—de luxe version 


THE USUAL picture of the “business- 


man’s lunch” is a frantic, crowded es- 


tablishment deserted at the dinner 
hour, insufferable at lunchtime. Its cus- 
tomers are distinguished by ruined 
palates and a tendency toward ulcers at 
an early age. 

But on New York City’s Third Ave- 
nue, the street of paradoxes, where blue 
ribbon restaurants, picturesque bars, 
and small, ferociously expensive antique 
shops cluster under one of the city’s 
few remaining elevated railroads, a 
discreetly curtained establishment, iden- 
tified only by the modest sign, Cafe 
Chambord, is changing that picture. 

The American tradition of doing 
business over the lunch table is an old 
and honorable one, but the restaurants 
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that have recognized that custom and 
have deliberately created an atmosphere 
in which the lunch conference can be 
conducted as easily and pleasantly as 
it can in a good club are few and far 
between, The top level restaurants do- 
ing this are almost non-existent. 

This, in spite of the fact that in a 
city like New York or Washington, 
probably more important decisions are 
made over a lunch table than are 
ever made in a board room. 

The Chambord has recognized that 
a first-line restaurant, dedicated to 
meeting this lack, could fill a definite 
need. Ranked for years as one of the 
world’s great restaurants, and consid- 
cred by many gourmets beyond all 
question the best in this country, it 
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wekomes everybody, but it loves busi- 
nessmen. They are its chosen clientele 
and in contrast with the city’s other - 
de luxe restaurants, its noontime trade 
is mainly composed of men rather than 
women. 

There are various subtle, but signifi- 
cant, distinctions between the Cham- 
bord and other famous restaurants. 
Several of New York’s most prominent 
establishments make a paying virtue of 
snobbishness—no one is admitted un- 
less he or a member of his party is 
known to the headwaiter. This is a 
delight only to Cafe Society as far as 
the Chambord is concerned, and al- 
though Cafe Society is not barred there, 
it is not cultivated either. The Cham- 
bord goes to exactly the other extreme. 


OFFICE MANAGEMENT 


Lite, ic 
| f a 
Hf : \ 
Me .) 
| HUA \ 
| ‘ _ 
| eae wand Q . 
h AN 
ee ay, WOE MER Cs 
lege hy ty Spey Ce pee . 
. att 4 Se pe Mana B 
fo, Sete 16 r-OS-mUmté“~« Ne rT 
- um ~ : : ; NN = \ ti — 
yf DH @ tend: + a seeds «mel \ 
Pas re aS 2a ae a) 
le iS _ aaa “Hf \ 
be Soe QE gf —~ 
be 1 gia 
Lovaas “1s Poe OCA CLK | 
oh: iittala hatte ietilneeceretinn main 
ae ee 
ens = nen; 7a 
| , a & Stes ae: Vigciel et er ns ae , ‘ ge (en ° a cae eer 
: 2. a i ae) ieee -_ a jegm es ae on aa "ee * = a oc. oes a e] 3 


Paris, the Captain, supervises service, 
takes reservations, greets guests 


Someone coming in for the first time is 
welcomed as cordially as a steady cus- 


tomer. And the Chambord prides it- 


self, not on the numbers of people it 
excludes, but on the fact that anyone 
who has visited there once will be wel- 
comed by name by the headwaiter 
when next he returns. 

There are other distinctions — The 
Chambord is primarily a fine restau- 


rant, not a showcase for personal idio- 
syncracies. Its guests are expected to be- 
have themselves, and it is one of the 
few first line restaurants in New York 
where the bar closes earlier than the 
dining room. This is no hardship—in 
keeping with New York eating habits, 
dinner is served from six until mid 
night, but it does insure that the res- 
taurant doesn’t earn its reputation 
through the medium of gossip columns. 

Perhaps the most distinctive thing 
about the Chambord’s customs is its 
belief in its own type of customers. 
The restaurant expects to draw substan- 
tial and responsible people, and it there 
fore goes on the theory that anyone 
who comes to eat there is ipso facto 
substantial and responsible. Thus, a 
total stranger who has never appeared 
there before in his life is allowed to 
sign a luncheon or dinner check with 
no more ado than would be the case 
with a regular customer. Anyone who 
has a business card—even though that 
card may be one of an out-of-town firm 
which is totally unknown to the res- 
taurant staff—has credit at the Cham- 
bord. The card and the signed check 
are accepted by the waiter; the guest is 
billed at the end of the month, 
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Owner-manager Phil Rosen (far right) is interviewed by columnist 
Jimmy Jemail as he drops in on business group lunching at Chambord 


Cynics would be astonished to learn 
that this trusting policy has backfired 
only twice: once in the case of a promi 
nent movie actor, once with a well 
known local politician. Each, by the 
way, would be recognized by half the 
people present any place in New York 
City. None of the less prominent guests 
who have availed themselves of the 
Chambord system has ever failed to 
pay. 


Relaxing atmosphere stressed 


The restaurant is dedicated to feed- 
ing its customers superbly, and insur- 
ing their comfort at every moment— 
and this doctrine is extended to their 
psychic well-being. The Chambord is 
a French restaurant, its chef is French, 
its staff is French, its cooking is French, 
and its menu is printed in French. But 
it recognizes perfectly that many cus- 
tomers don’t understand any French, 
and that many of those who do don’t 
care to exhibit their pronunciation of 
the language in ordering a meal. Each 
and every one of the multi-lingual 
waiters, if asked for suggestions, will 
give the French name of the dish and 
explain meticulously in English just 
what it is—just as he will explain in 
English what is involved in any dish 
which intrigues a customer. 

This is the pleasant start of a pleas- 
ant experience—lunching at the Cham- 
bord. For the customer’s comfort 
means to the staff that the customers 
must be aHhowed to-rehix—take as much 
time as they want over lunch, and if 
the discussion is interesting, "take as 
long as they want after lunch as well. 
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Thus, the Chambord functions almost 
as a New York club for out-of-town 
businessmen; a place to take their 
friends, or their New York clients, to 
eat superb food, and to spend the after- 
noon talking if they will. Reservations 
are urged by the management, and once 
a party has a table it can hold it all 
afternoon if it wants without any in- 
dication from anyone that anything is 
wrong. Indeed, nothing is: that’s the 
way the Chambord was planned. 

This makes the restaurant partic- 
ularly valuable for out-of-towners who 
lack the club facilities in New York 
that would be available to their Man- 
hattan clients or counterparts. For 
them, the Chambord, on their occa- 
sional business visits to the city, func- 
tions as a place where they can enter- 
tain, and do business, too. The num- 
ber of businessmen from outside the 
city who find the restaurant really val- 
uable in this role is shown by the fact 
that over half the charge accounts car- 
ried by the Chambord are for out-of- 
town guests. 

The plan is the brain child of the 
restaurant’s owner, Phillip Rosen. Mr. 
Rosen started out in the meat business, 
went to school to become an accoun- 
tant, and went from that into the res- 
taurant business. Thus, he knows his 
trade from almost every possible angle 
—and his experience as an accountant 
and office worker convinced him there 
was one great lack in the restaurant 
world of New York—a first class res- 
taurant devoted mainly to attracting 
businessmen as customers. 


(To page 68) 
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Display cabinet featuring Dow products 
greets visitors in reception area 


Leo Grant, manager of the New York 
sales office, at his desk 


Reception desk is 


backed by map 
showing Dow plants, offices 
OCCUPYING approximately 12,000 


square feet on the 37th floor of a Fifth 
Avenue skyscraper, the New York sales 
offices of the Dow Chemical Company, 
opened last year, are proving every day 
that care and foresight in planning and 
designing office layout, even to the 
point of ordering  specially-designed 
equipment, pay continual dividends in 
efficiency and the saving of time. Dow 
knew what it wanted in the new of- 
fices and it achieved it, even though 
the building area occupied had to be 
completely reconstructed to meet the 
requirements. 

The offices are composed of 1) an 
executive suite (managerial offices, pub- 
lic relations office, conference room, re- 
ception area), 2) offices for four sales 
groups (general chemicals, agricultural 
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Dow built efficiency 
into these new offices 


Dow Chemical knew just how it wanted its 
new New York office to work, and it designed 
offices and equipment around function. Here 


are the results— 


chemicals, plastics, magnesium), 3) 
service areas supporting each of the 
above groups (communications, mail 
and stockroom, general office and files, 
order processing ). 

The four sales groups surround the 
service areas which thus allows an effec- 
tive traffic flow. Each of the groups has 
a minimum distance to travel for files, 
stockroom, cashier, etc. Sales Orders, 
originally edited in each sales group, 
are forwarded to the Order Processing 
Department from which they are sub- 
sequently routed to the immediately 
adjacent teletype (Communications) 
room for transmission at 75 words per 
minute (on an order form) to produc- 
ing plants located throughout the 
United” States. The Chemicals Sales 
group, which processes the majority of 
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customers’ orders, has its office sales- 
men immediately adjacent to the Order 
Processing Department. The direct 
paper flow is facilitated by inserts in 
the walls separating Chemical Sales, 
Order Processing, and Communica- 
tions. A moving belt to carry the 
papers involved may thus be installed 
at a later date. 

The two issue windows for the files 
provide service to the general office 
workers and members of sales groups. 

The office salesmen in each product 
group, whose daily work is entirely 
inter-related, are situated in large L’s 
or U’s which are entirely flexible as the 
number of personnel involved often 
changes. 

The company has attempted to util- 
ize space more effectively through the 
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All typing stations of heavy volume have been electrified; fixed bed desks are used in 
central transcription pool where continuous typing is done 


use of the 55-inch desk, the 5-drawer 
letter file and “modular” office equip- 
ment for field salesmen to eliminate the 
need of a conventional desk-table ar- 
rangement. The return with each of 
the modular units is set up to handle 
telephones or dictating equipment, etc. 
Such equipment was chosen for the fol- 
lowing reasons: 

1. Flexibility of arrangement 

2. Ease of working arrangement 

3. Semi-privacy. 

Dow doesn’t maintain that this 
equipment utilizes less space than a 
conventional 45- or 55-inch desk, but 
rather that it makes most effective use 
of space and still provides a good work- 
ing arrangement. 

The jobs performed at each of the 
work stations were analyzed and equip- 
ment purchased which, the company 
believed, would best do the particular 
job. For example, fixed bed desks were 
used in the transcription pool where 
continuous typing is done daily, deep 
drawers with cross files were installed 
for sales personnel, a built-in cash tray 
was made for the cashier, etc. 

The executive, reception, public rela- 
tions and conference areas are con- 
structed of gypsum block and plaster. 
The communications center and store- 
room are similarly constructed. The 
balance of the partitioning is of the 
movable metal type extending to the 
ceiling between corridors and depart- 
ments. In addition, supervisors’ private 
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offices within the departments are con- 
structed of movable metal partitions. 

The office is equipped with the most 
modern and complete type of air con- 
ditioning equipment available, 

Acoustical ceilings are used through- 
out. The Communications Room is 
carpeted and has walls treated with the 
same acoustical material as used on the 
ceilings. 

A beige, blue and terra cotta color 
scheme has been used extensively 
throughout the office. The walls are 
chiefly beige with occasional walls of 
blue and terra cotta. All areas of the 
office with the exception of the execu- 
tive, conference and reception areas are 
done in steel furniture with tan ham- 
mered finish and tan linoleum top. 
The seating is covered with blue up- 
holstery of top grain leather or plastic 
coated fabric. The typewriters are blue. 
The asphalt tile floors are beige. 


Orders transmitted by tape 


The teletype (Communications) cen- 
ter is the most modern of its type 
and includes complete facilities for 
immediate contact with all Dow plants 
and offices. Located here is the mech- 
anism which permits, in addition to 
messages, rapid tape transmission of 
all customers’ orders, which are received 
on a form at any one of Dow’s seven 
manufacturing plants. This teletype 
center is the Eastern relay control point 
in the Dow communications network. 
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In addition, a telephone bureau is lo 
cated in this center for use by all of- 
fice and field personnel for verbal dic- 
tation of messages and orders. 

The inter-office communicating sys 
tem is composed of 19 stations at high- 
use areas to reduce usual switchboard 
trafic. These stations connect office 
salesmen with product sales supervisors, 
general office personnel, etc. 

The telephone turrets are located at 
the work places of the various office 
salesmen and provide a unique means 
of instantly answering calls for field 
salesmen who are not in the office. 
This eliminates the switchboard prob- 
lem of switching a customer from ex- 
tension to extension when the field rep- 
resentative is not in the office. 

The switchboard has been located in 
an interior section of the office with 
one wall (adjacent to the Communica- 
tions Center) constructed completely of 
glass, thus allowing the switchboard 
operators adequate natural light. The 
switchboard has been removed from its 
usual place adjacent to the reception 
room and a full-time receptionist em- 
ployed, since the company found that 
under the old procedure both switch- 
board and receptionist duties suffered 
when these duties were combined. 

All typing stations of heavy volume 
have been electrified. Office copying 
equipment to produce quick copies of 
letters at a cost far below that incurred 
by re-typing has been installed. A stock 
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Central Files in the new offices 


(Above) Typical office in the sales 
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work area. (Below) The Photo Library 
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Typical office, field sales area 


room for forms, samples and literature, 
located at five points in the former 
office, has been centrally established 
and consolidated in the new office. 

The reception area includes small 
“built-in” display cases adjacent to the 
entrance. The entire wall immediately 
in back of the receptionist is composed 
of cork panels in which an outline of 
the United States has been sandblasted, 
indicating the location of Dow sales 
offices and plants throughout the 
United States. 


Work areas for visitors 


The conference room adjacent to the 
public relations offices has been estab- 
lished to house the Photographic Li- 
brary for use by editors, writers, etc., 
who wish to review photographs of 
various Dow products, processes and 
plant operations. Another conference 
room immediately adjacent to the re- 
ception area has been established as a 
dual purpose conference-meeting room 
and is completely equipped with audio- 
visual equipment. A drop leaf table 
serves this dual purpose room as con- 
ventional conference room equipment 
when required. 

The managerial suite includes an of- 
fice for visiting company officials when 
in New York. Executive secretaries are 
immediately adjacent to the executive 
offices. 

The new sales offices are essentially 
service communication centers for Dow 
customers and not primarily show- 
places. They are equipped in the prac- 
tical tradition of the company which 
calls for good modern tools for the 
office as well as for plant workers, 
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IN 1904, when John Cotton Dana es- 
tablished in Newark, N. J., the first 
publicly supported business library in 
the world, his was the burden of prov- 
ing that libraries were indispensable to 
business. Fifty years later, with the 
Newark Business Library celebrating 
its golden anniversary, the question 


was not whether business needed li- 
braries but how business ever got along 
without their aid! 


Today the business library, public or 
private, is recognized as an indispen- 
sable tool of business. Office libraries 
and special private libraries in great 
variety all through the country are col- 
lecting and channeling a vast amount 
of information of vital dollars-and-cents 
. value to the nation’s offices. 

Coincident with the fiftieth anniver- 
sary of the Newark Business Library is 
the departure from its staff of a woman 
to whom the success and fame of the 
Library through the years is directly 
attributable—Miss Marian C, Manley, 
who retired October 29 after twenty- 
eight years as the head of that Library. 

Everyone in the United States inter- 
ested in library work has heard of Miss 

Manley and her pioneering work in 
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by Andrew Duane 


making library service important to 
the business world. Directly or indi 
rectly her influence has been felt froni 
coast to coast, in the establishment o! 
public libraries similar to her own and 
in the gradual growth within the busi 
ness office itself of special libraries tail 
ored to individual needs. 

She is the person largely responsible 
for showing American business how 
directories, other books, magazines, 
and pamphlets can be put to profitable 
work day in and day out. Her month 
ly bulletin, “Business Literature,” has 
for years propagandized the availability 
of ever-changing, valuable business in 
formation and has in itself suggested 
to other libraries efficient techniques 
for bringing such information to the 
attention of those who need it, 

All through the fifty years of the 
Newark Business Library every effort 
has been made to integrate the Library 
with the business community which it 
serves. The Library has never been 
content to sit passively waiting for 
people to use its resources—it has 
reached out in every possible direction 
to remind people of what it has to 
offer, so that anyone interested in any 


The Newark Business Library in use. L. to R., Mrs. Elberta Stone, Junior Library Assist- 
ant; Miss Manley, and Mrs. Dolores Serra, Prudential Insurance Company. 


Libraries for business 


Marian C. Manley 
(Mrs. Gerald Winser) 
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form of business information will turn 
instinctively to it when the need arises. 
Accent ha been placed on the value 
of the Library in formulating business 
programs and in implementing these 
programs. Business people long ago 
were found to get the point quickly— 
here were facts for the asking which 
fitted in with what they were doing, 
enlarged their field of vision, and 
opened up undreamed-of vistas. 


Library set pattern 


In doing all this the Library has set 
a most powerful example for other 
business libraries public and private es- 
tablished later, and in particular for 
the work of the growing number of 
office libraries in companies which treat 
these libraries as a fundamental unit 
in their operational scheme. 

Miss Manley entered the library field 
in 1915 as an administrative assistant 
in the Newark Public Library. She left 
there in 1920 to become head of the 
adult department of the Sioux City, 
Iowa, Library, where she remained for 
three years. Then she came back to 
the Newark Public Library as head of 
the fiction department. In 1926 she 
became head of the Business Branch, as 
the Business Library was then called. 

In a special supplement to the month- 
ly bulletin “Business Literature,” issued 
to mark Miss Manley’s retirement, an 
article paying staff tribute to her has 
this to say of the young librarian’s ap- 
proach to her new position: 

“Resisting with some difficulty the 
temptation to put to work her native 
and considerable talent for publicizing 
a situation, Miss Manley spent her first 
few years at the Branch studying its 
resources in relation to the make-up 
and needs of the Newark business com- 
munity and to working out administra- 
tive procedures and a physical organ- 
ization of material that would make 
the Branch easy and inviting to use. 
Even during this period, however, she 
sensed the need for some kind of me- 
dium that would bring the Business 
Branch’s resources to the businessman 
who couldn’t find time to make a per- 
sonal visit and, as a result, initiated 
publication of Business Literature, a 
monthly publication generally devoted 
to annotated bibliographies on various 
business subjects, though occasionally 
an issue is devoted to an account of 
Business Library activities over a 
given period. Interestingly enough, 
she also conceived of the possible use 
of this publication as a ready-made 
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tool in answering reference questions 
and as a prop in public relations pro- 
grams.” 

In Miss Manley’s attitude was clearly 
discernible the idea that has motivated 
all successful business libraries since 
that day—convincing people of the in- 
tensely practical nature of the help the 
library can render. 

It is a natural tendency to think of 
a library as an institution of definite 
academic character, by its very nature 
divorced from the daily bread-and- 
butter aspect of life. People need to 
have pointed out to them that there is 
a literature of business as well as of 
culture. Although this need was far 
greater in the early days of the business 
library than it is today when the ex- 
pansion of such libraries has exposed 
the public to knowledge of their in- 
tensely practical value, there is still 
need for emphasis on this point. 


Pioneered new profession 


In her career Miss Manley has never 
ceased to write, lecture, and in every 
possible way advance the cause of busi- 
ness libraries. She has pioneered in a 
new profession of inestimable value. 

A fitting way to conclude this article 
is to quote the following from the ci- 
tation accompanying the American Li- 
brary Association’s presentation to her 
in 1953 of the Lippincott Award for 
high achievement and distinguished 
service by a librarian: 

“Hers is a magnificent example—in- 
deed, the classic example—of how a 
library position involving apparently 
only routine work and with seemingly 
only local implications can be trans- 
formed by ability and imagination into 
achievement of national significance 
and lasting worth. While making the 
Newark Business Branch a powerful 
force in its community, she has also be- 
come the nation’s leading expert and 
chief exponent of public library services 
to business, She has helped bring busi- 
ness information and services to all: to 
big-business men and to small ones, to 
working men, to social scientists, and 
to an inquiring public .. . Miss Manley 
is dedicated to her work: a librarian’s 
librarian, who by intuitive perceptions 
in her special field has enriched the re- 
sources and increased the skills of all 
librarians. . . . The inspiration of her 
work, her leadership, and the guidance 
of her writings have contributed in 
large measure to the growth of business 
departments in the nation’s public li- 
braries.” 
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Typewriters—and the persons 
using them consistently—can 
be identified as readily by 
their output as an individual 
can by his handwriting: a fact 
which has brought many a spite- 
ful office worker—and some 
crooked ones—to grief. 


THE DEEPLY ingrained habits of 
typewriter users and the telltale indi- 
vidual peculiarities of each typewriter 
help make the way of the office trans- 
gressor a rocky and risky one, accord- 
ing to Martin K. Tytell, well-known 
New York typewriter dealer and a 
leading authority on typewriter type 
and identifications. He was thinking 
primarily of the people who alter or 
forge documents, or write poison pen 
letters because of greed or a desire for 
personal advancement. 

Mr. Tytell knows, because from the 
witness stand in many of the nation’s 
leading cities, his expert testimony has 
been a deciding factor in the establish- 
ment of the authenticity of some docu- 
ments and the falsity of others, and in 
scientifically pinpointing the guilt of 
anonymous letter writers. 

In fact, growing recognition of him 
as an authority on every make of type- 
writer now in use—domestic and for- 
eign—as well as those that have be- 
come collectors’ items—enabled Martin 
Tytell to branch out into the field of 
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Martin Tytell compares typewriter keys under magnifying glass 


Trapping “poison-pen” typists 


by Kim Darby 


document analysis in 1949. Pearl Ty- 
tell, his pretty and talented wife, has 
become a qualified handwriting analyst 
after several years of study at leading 
universities and with famous experts. 
She is an active partner in the busi- 
ness. 

Mr. Tytell’s fascination with the 
typewriter dates back to his eighth 
year, when he decided he'd rather 
tinker with an old typewriter at the 
Henry Street Settlement House than 
attend grade school. He did this for 
two years running. If this stretch 
didn’t establish some sort of unofficial 
record for truancy, young Tytell was 
certainly the youngest typewriter me- 
chanic trainee in history. Preoccupied 
settlement workers never questioned 
the youngster’s right to be there dur- 
ing school hours. His mother, seeing 
Martin come home at the proper time 
each day, thought his education was 
proceeding according to the usual plan. 

Since that time, Mr. Tytell has ab- 
sorbed all the texts ever written on 
typewriter behaviour and type. He 


Pearl Tytell specializes 
analysis, handwriting 


in chemical 
identification 


has also added to the body of informa- 
tion on the subject with some papers 
of his own, delivered at several uni- 
versities and police classes. In the 
early years, he assisted other experts. 
It is understandable that, today, his 
experience and fame have grown to a 
point where he is known by document 
experts in all the major cities’ police 
departments here and abroad, They 
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have no compunction in traveling v 
the cluttered laboratory and store on 
Fulton Street for help in unraveling 
their own knotty document problems. 

“Another little-known but treinen- 
dously interesting phase of typewriter 
crime detection is in the use of par- 
ticular kinds of ribbons, and in the 
servicing techniques,” Mr. Tytell added. 
“Taken all together, they can, in most 
instances, make the culprit wish he had 
never misbehaved.” 

Mr. Tytell’s extensive knowledge of 
his field isn’t limited to the technical 
aspects of this type of investigation. 
There is far more to it, he points out, 
than the laboratory work. 

“A person’s choice of words, sen- 
tence construction, as well as gram- 
matical ability—we call it internal evi- 
dence—all make interesting contribu- 
tions to a well-rounded picture,” he 
said, 

“When a worker sits down before a 
typewriter with intent, say, to rujn or 
malign a co-worker’s standing and 
reputation, he unconsciously follows 
the layout pattern that he has always 
used, even though he may try to change 
it. This misguided rascal rarely has 
enough sense to write differently from 
the way he would under normal, legiti- 
mate circumstances. This goes for his 
sentence construction as well as his 
touch in using the machine.” 

The expert was thinking of the an- 
onymous letter that reached a division 
office of a big eastern railroad recently. 
When the railroad police came to Mr. 
Tytell for help in identifying the letter 
writer, he noticed certain marked _pe- 
culiarities in punctuation, layout, spac- 
ing and sentence construction, as well 
as a regular pattern of darks and lights 
in different letters. He noticed, too, 
that railroad terminology was used even 
though the letter was signed “An An- 
gry Housewife.” 
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A thorough search of the division 
office correspondence revealed two let- 
ters having the same unique format 
and the same ungrammatical construc- 
tion, phrasing, and punctuation. The 
letters had been written by an office 
employee who was also a representative 
of an outside organization. 

Mr. Tytell was able to prove to the 
complete satisfaction of the police and 
the organization that the typewriter 
used in writing the anonymous letter 
was also the machine used in writing 
the two signed letters in the office files. 
He was also able to satisfy the police 
completely that the anonymous letter 
writer and the writer of the two office 
letters were one and the same persan. 
The typewriter was organization prop- 
erty, but kept at the writer’s home. 
His claim that some one must have 
sneaked into his bedroom to write the 
“poison pen” letter was ignored by the 
authorities. They thought it was ob- 
vious that he was trying, most ineptly, 
to get rid of the object of his hate let- 
ter, because he would have succeeded 
to the victim’s job. 

Case of the crooked comma 

In another case, an exporter wrote 
a letter to his foreign representative 
changing that representative from an 
exclusive to a general agency, Two 
years after this event, the agent claimed 
he never received the notification and 
demanded commissions on the basis of 
the old relationship. Over $100,000 
was involved. 

The only evidence that seemed to 
be available was the carbon copy of 
the letter in question. When it was 
offered as evidence, the document an- 
alyst retained by the foreign agent 
claimed the copy was fraudulent—that 
it had been written recently. 

But the Tytells were able to prove 
that: 

1) The letter and its carbon copy 
were typed on a certain machine in 
the exporter’s office, as claimed, and 
that 

2) The degree of wear of that ma- 
chine’s type, as evidenced in the text 
of the carbon copy, coincided with the 
progressive deterioration shown in 
other samples of correspondence typed 
on that machine in the six months’ 
period surrounding the date of the dis- 
puted letter. 

Wear, in this case, was defined not 
only as the actual wear on type faces, 
but also the progressive deviation from 
the normal alignment of letters. Pearl 
Tytell, who assists her husband. in 
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many of the technical phases of the 
work, compiled statistics on the in- 
cidence of this deviation that occurred 
during the period in question. 

Mr. Tytell points out that the manu- 
facturers have helped the typewriter 
crime detective. From time to time 
they have changed type styles on their 
machines. The changes aren’t always 
apparent to the casual observer or even 
the steady typewriter user. But to the 
trained eye of Martin Trytell, the 
changes ‘are immediately evident. 

“It means that, occasionally, we can 
prove that a document or letter could 
not have been typed in a certain year 
as claimed, because the manufacturer 
had not yet put that kind of type on its 
machines,” he explained, 

Typewriter ribbons can be of as- 
sistance to the investigator, too. Type 
impressions made through a cotton rib- 
bon have a different appearance under 


the microscope from those made 
through a silk ribbon. Typewriter 


service records — kept by the service 
agency caring for the machines, or the 
service department of the company— 
support this kind of evidence. 

Ribbons coming from different dye 
lots react differently to chemical re- 
agents by turning to varying shades 
of blue. A greedy insurance agent 
didn’t know this when he attempted 
to change the sense of a policy endorse- 
ment. First, he typed a comma over 
a period—then added two clauses fa- 
vorable to himself. 

Of course, the head of this period- 
turned-comma was extra large because 
the strike-over didn’t exactly coincide 
with the period. This, of course, could 
have happened at the time the en- 
dorsement was written. Periods often 
are struck when a comma was intended. 

But Pearl Tytell touched the sus- 
pected comma with some reagent. The 
greater part of the comma turned a 
reddish purple. But there was a thumb- 
nail crescent of a brighter color around 
one part of the head’s circumference. 
Words before the comma, when touched 
with the chemical, were bright blue. 
Words after the comma turned to the 
much darker shade. Obviously, they 
had not been written at the same time, 
as claimed, but added after a service 
man had changed ribbons. Micro- 
scopic examination of the letters before 
and after the comma revealed differ- 
ences in physical quality that became 
apparent when the Tytells presented 
photographic enlargements in court. 


(To page 68) 
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the world’s foremost duplicating system 
for as low as 7. O a month 


. . . Fent one, a dozen or more OLD TOWN Inkless Duplicators — install a 
complete modern duplicating system — with no capital investment. 


© 30-DAY FREE TRIAL .. . in your own office, prove for yourself how get the details 
OLD TOWN’S modern duplicator cuts paper work. You'll discover dozens of ° 
time-saving, money-saving uses. on this deal— 


© TRADE IN YOUR OLD MACHINE .. . that old-fashioned “smudge pot” mail the coupon now! 
is worth money when you trade it in on the new Old Town Inkless Duplicator. - ~ ----; 
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Makes all the copies you need of everything you can type, write, or draw Inkless Duplicator, including 30-day free trial, rental and 
. in one to six colors. Hundreds of trade-in. Present duplicator: } 


Uses .. . Sales Letters + Bulletins + C) You may arrange a FREE Trial 
Estimates » Stock Lists + Specifications a 

* Quotations + Order-billing * Purchase peony Nome 

Orders + Payroll Systems + Graphs and Attention 


Drawings + Inventory Reports + News 
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Plan for rural office 


Today’s office layout 


IN TODAY’S “World’s Fair of Office 
Building Architecture,” as it must ap- 
pear to the layman, the office building 
must—first of all—function. This 
means the office layout plan incorpo- 
rated in today’s office buildings must 
satisfy the working requirements of 
the 100 to 200, or 1,000 to 5,000 office 
personnel within the company, and 
must permit management, too, to solve 
the related problems of their eating, car 
parking, transportation, shopping, 
banking, morale, and such. 


This article will examine and discuss 
two office layout plans—one plan for a 
floor in a speculative or tenant-owned 
office building in the city; and, one for 
a floor in a rural office building. 


In the city, in most cases the office 
building is built on part of a city block 
where plots have been assembled to 
make a building site—sometimes uni- 
form in shape, and sometimes irregular. 
Aside from the shape limitations of the 
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by Kenneth H. Ripnen 


President, Kenneth H. Ripnen Co., New York 


site itself, most city building ordinances 
require setbacks for zoning, courts, and 
such, Added limitations are the one- 
Way streets fixing entrances for office 
staff and freight and building orienta- 
tion — all adversely affecting Office 
Planning objectives. 

On the other hand, a site in a rural 
community permits practically any 
shape, height, and orientation for the 
office building. 


Limitations are human 

The only limitations are those on the 
client and architect, and these usually 
boil down to money and understanding 
of the subject. Money limitations, in a 
practical sense, mean smaller office 
space allotments and planning stand- 
ards, and a conservative use of labor, 
materials, and decoration. Lack of un- 
derstanding means the possible objec- 
tives of the client do not get the full 
benefits of “know-how,” or the ad- 
vanced standards and techniques pos- 
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sible today in carrying out Office Build- 
ing and Office Layout Planning Archi- 
tecture. 

How to make the most of a city and 
a rural Space Planning situation is 
shown on the two plans exhibited. 

The city plan shows the results of 
trying to get the best in office layout 
possible with a given office building 
shape for a client’s programmed re- 
quirements, and the establishment of 
basic circulation patterns and space 
standards, 

The rural plan shows the office build- 
ing shape resulting from an effort to 
achieve a good office layout for a 
client’s programmed requirements. 
Notice the simplicity of basic circula- 
tion patterns and space disposition of 
departments, 

Comparative observations are as fol- 
lows: 

City Rural 
Limited Unlimited 


“ “ 


Building entrances 
Building shape 
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Rural office sites can offer def- 
inite advantages in office layout 
planning because they do not suf- 
fer from the rigid limitations 
affecting planning in a city office 
building. But poor planning can 
saddle a rural office with every 


urban drawback. 


Plan for city office 
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Office space ex- Limited Unlimited 
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floor 
Creative planning 
Departments locat- 
ed functionally 


A comparative analysis like this 
shows the functional advantages of an 
office layout plan in a rural Office Build- 
ing. 

Though the two office layout plans 
exhibited are reproduced from _blue- 
prints, through experience in office 
layout planning we have found that the 
template layout has been most help- 
ful—and is the first step when plan- 
ning the detailed equipment layout. 
One-quarter inch to the foot cutouts of 
the office equipment are used on a 4- 
inch scale plan, and after finally plot- 
ting the furniture and partitions on the 
plan, if it is mounted on fibre-board, 
the templates can be tacked down and 


OFFICE MANAGEMENT January, 


Tur orb § Bens 
ORR alabtage vai, oP" 


Lp -+ Lb LP 
Lp 


the layout photostated for as many re- 
prints as needed, and then drawn on 
tracing paper for blueprinting. 

The most important element of a 
rural office building is the greater re- 
sponsibility that the architect has to 
the client and the enterprise when do- 
ing a project of this type. 

We have seen rectangular shapes of 
office buildings as appendages to the 
plant in rural communities. Perhaps 
the casual attitude toward the office 
area of a plant is in direct proportion 
to its size, and the fact that the office 
is usually considered overhead. Any 
company’s top management can, 
through simple arithmetic, appraise the 
advantages to be gained in reduced 
overhead and added office efficiency 
through proper organization and atten- 
tion given this subject. 

One often wonders what the layman 
or foreign visitor thinks when he looks 
at the American cities’ skylines, sky- 
scrapers, and our countryside’s new 
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plants and office buildings—little know- 
ing that each office floor before being 
occupied, goes through intensive plan- 
ning and detailed analysis. 


The organization charting, a study 
of personnel requirements and equip- 
ment, thorough programming for 5, 
10, to 20 years hence, are all prerequi- 
site before good office and building 
planning can begin. 


The lighting, air conditioning, under- 
floor ducts, hung ceiling breaks, win- 
dow modules and column centers and 
such, are all structural and mechanical 
elements built in to control and satisfy 


the office plan, 


It is in the countryside that to- 
day’s functionally-designed office build- 
ings are making a new skyline for 
America—and many believe the move- 
ment to rural office locations is a healthy 
trend, bettering all conditions for the 
office worker, and making for better 
Americans. 
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Now, all the features of Clary’s famous and best-selling full-keyboard adding machines 
are available in a choice of keyboards! Clary’s new 10-Key models 
(in both 8- and 10-column capacities) bring 10-key advantages you never thought possible: 

The ultimate in touch operation. Completely “open” keyboard—a fast operator 

can enter figures even before the previous cycle stops. Positive backspacer. 

Red subtraction and credit balance. Step-over in multiplication without the loss 

of a single cycle. Division without reciprocals. Electric clear key. Direct totals 

without operator lifting her hand, even when figures are indexed in the keyboard. 

And what’Smore, the new Clary 10-Key is the only adding machine that will hold a constant! 
Clary Multiplier Corporation, Dept. M1 San Gabriel, California 
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| -10-Key just arrived! 
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CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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Remington Rand’s UNIVAC in action at an electronic computing center. Such centers, 


where companies may send individual problems for solution, are already serving many 
concerns which find it uneconomical to install their own computer. 


1954 established working concepts of the automatic 
office; manufacturers now moving to close the gaps 
between simple and complex machines in systems 


THE MOST significant development 
in the entire field of office management 
during 1954 was, without a question 
of a doubt, the rapid emergence of ac- 
tual working concepts of the auto- 
matic office. The theme of automa- 
tion is not new; its development in 
factories and production lines has been 
rapid, and its eventual application to 
office activities has been foreseen for a 
long time. But the direct methods by 
which automation would be achieved, 
the concrete steps which could be taken 
to achieve it were still not clear at the 
beginning of 1954. 

Today, the whole concept has moved 
out of the realm of theory, into the 
world of actuality. Some pioneer of- 
fices have already been automated to 
a high degree, and their accomplish- 
ments have set a pattern which can be 
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by Robert M. Smith 


followed by other offices. The concrete 
rules and principles of office automa- 
tion are being established. 
“Brains” were stimulus 

Strangely enough, the electronic 
computers—the “giant brains”—have 
so far not played the leading role in 
the development of the automatic of- 
fice, except perhaps in the role of a 
stimulus — their creation proved that 
operations traditionally mental rather 
than physical could be performed by a 
machine, That concept, revolutionary 
for our time, seems at first glance 
rather trivial. Every adding machine 
and calculating machine basically per- 
forms a mental function. But it is a 
routine mental function, involving no 
choice, no selection, no decision be- 
tween one course and another. Elec- 
tronic computers proved that machines 
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could be built with some power of 
judgment. It is still true that no ma- 
chine made can perform an operation 
that a man, given enough time, can- 
not do. But the new computers, con- 
versely, can do a greater number of 
operations hitherto restricted to man 
than any other machines ever devel- 
oped. 

While the computer as such still 
plays a minor role in the office picture 
today, it is a role that is increasing in 
scope and importance at a fantastic 
rate. Moreover, the evolution of the 
computers gives alert office planners a 
new view of the future, and accelerates 
the type of systems advance represent- 
ed by the integrated data processing 
concept announced by U. S. Steel early 
in 1954. 

Basically, the integrated data proc- 
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Automation in the factory feeds automation in the office. Cartons of tabulating cards 
in this IBM factory are automatically sealed, automatically dispatched through electronic 


essing concept, as defined by U. S. 
Steel’s methods department, which 
coined the phrase, is: 

“1. Record data at the point of ori- 
gin on office machines which create 
punched tape or cards as the automatic 
by-product of the recording operation. 

“2. Process original and subsequent 
data on office machines which read and 
punch tapes or cards, so that 

“All data is self-perpetuating.” 

As U. S. Steel pointed out, the “self- 
perpetuation of data” presupposes a ba- 
sic compatibility between different 
types of machines doing different kinds 
of work. A “common language” was 
needed between the typewriter and the 
adding machine, if information first 
entered manually on the one was to 
be transferred and further processed 
automatically on the other. 

The “common language” chosen by 
U. S. Steel was the five-channel 
punched paper communication tape, 
which was created as a by-product of 
the original recording of data, and 
from that point on activated each suc- 
cessive machine in the data processing 
sequence. Each machine in series cre- 
ated its own tape, incorporating the in- 
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eye recognition of a coded number. 


formation it had received from the pre- 
vious machine, and adding the results 
of its own work to the accumulating 
data. . 

The concept was that—an idea, a sys- 
tem—rather than a rigid machine- 
dominated formula which had to be 
followed minutely to achieve results. 
Five-channel tape was the common 
language chosen by U. S. Steel. Other 
companies, using the same concept— 
the free flow of data between mass 
produced office machines without need 
for human intervention or labor—have 
used other “common language” media. 
Small firms, for which the investment 
in elaborate installations of the UV, S. 
Steel type would be ruinously expen- 
sive, have achieved “integrated data 
processing” with the simplest addi- 
tional machine units, by redesigning 
their systems. 

System and machine 

Basically then, integrated data proc- 
essing is a system, incorporating vari- 
ous types of machines, bound by vari- 
ous kinds of common language, rather 
than a dependence on any one machine 
or group of machines. Yet it leads na- 
turally toward the development of a 
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more nearly automatic office. The 
giant electronic computers, on the other 
hand, are machines incorporating a 
system—a basic way of doing things 
—and they too can lead naturally to 
a much higher degree of mechaniza- 
tion of office work. But the two en- 
tities—the basic system and the basic 
machine—have not yet come fully to- 
gether. When they do, the second in- 
dustrial revolution will actually have 
arrived. 

American office equipment manu- 
facturers are already working to close 
this gap. 

Remington Rand, one of the twe 
major producers of giant electronic 
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IBM’s new NORC computer can multi- 

ply two thirteen-digit numbers, as 

shown above, in 31 millionths of a 
second 
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computers, has just announced pro- 
duction of the Univac File-Computer, 
which will introduce fast random ac- 
cess and multiplex monitoring to stand- 
ard electronic data processing systems. 
The significance of the new develop- 
ment lies in the fact that any type of 
input medium can be used—paper or 
magnetic tape, 80 or 90-column 
punched cards, 10-key devices or type- 
writers—to feed information into the 
computer. T*+ multiplexing unit en- 
ables the new File-Computer to process 
simultaneously several unrelated types 
of transactions such as inventory con- 
trol, payroll, and cost distribution, 
The manufacturer asserts that the 
newly-developed File-Computer elimi- 
nates many manual or machine steps 
required to match new data with re- 
lated file data, and eliminates, too, the 
need for sorting, merging, collating, re- 
producing or pulling cards from a tub 
file before processing can begin, while 
making it economically feasible to feed 
data into the computer as it comes in. 
As an example of what can be done 
with the new FileComputer, Reming- 
ton Rand cites a possible instance in 
which the unit could be used for a 
combined application of invoicing, in- 
ventory control, and _ sales statistics, 
Assuming a hypothetical company that 
sells through branch offices, replenish- 
ing the merchandise sold through a 
central warehouse, a copy invoice made 
out in the branch would be forwarded 
to the central warehouse. The Univac 
File-Computer operator at the central 
warehouse would tally the invoices 
along with back orders, additions to 
stock line and branch allotments, spe- 
cial branch orders, etc., through a ten- 
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key keyboard. All of these items could 
be tallied in random fashion. 

As the replenishment order for the 
branch is processed, the File-Computer 
simultaneously brings the warehouse’s 
inventory up-to-date, and posts the 
sales to date records through its out- 
put devices. 7 

Similarly, if large orders were to be 
shipped directly from a central point 
to customers, a card could be punched 
for each item in che order, on standard 
punch equipment. With customer 
identification and data set up in the 
punch to appear in every card, the 
operator would need to enter only the 
item’s code number and quantity de- 
sired. A header card would be pre- 
pared—or pulled from a master file— 
containing the customer’s name and 
address, discount, etc. 

These cards could be fed into the 
File-Computer, which would bring in- 
ventory and sales figures up to date, 
and purich additional information into 
the cards automatically and instantane- 
ously. The output card would then 
contain customer identification, data, 
item code number, stock number, 
quantity, extended cost, and back or- 
ders, if there were any. The cards 
would then be tabulated to produce 
the invoice and shipping document. 

Thus, in one routine, invoices would 
be prepared, inventory brought up to 
date, sales figures kept current, back 
orders listed, and the information 
made available for sales analyses, etc. 
At any time, the inventory or sales 
status of a given item could be learned 
in the time it would take to feed a code 
number into the input device, press a 
button, and read the figure which 
flashes back. A complete inventory 
report could be gained by feeding pre- 
punched cards or a tape into the sys- 
tem, and tabulating the cards or in- 
terpreting the tape punched as output. 

Because of the multiplex monitoring 
feature of the machine, it can carry on 
several unrelated operations simultane- 
ously. Thus, even while the inventory 
report problem outlined was being 
solved by the machine, it could at the 
same time absorb data at another input- 
output station to compute the payroll, 
and take in data at a third station 
for production control calculations. As 
many as 24 input units can be handled 
simultaneously by the new units. 

Such a machine, able to take partly 
processed data directly from standard 
office machines tied together by a 
common-language medium, and sub- 
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ject them to the most advanced type 
of computations, represents a long step: 
forward in the eventual tying together 
of the simplest common-language ma- 
chine, and the most complex units yet 
devised for office use. And the mulkti- 
plicity of input media which can be 
used by the machine means that it 
cannot only fit into the best-known. 
common-language systems now in use, 
which are based on _ five-channel 
punched paper tape, but can also be 
used in other systems which may be 
developed in the future. 

Other concerns, of course, have also 
developed computers taking punched 
paper tape as input. National Cash 
Register’s Electronics Division has re- 
cently announced that its earlier scien- 
tific computer has been adapted for 
commercial use, and that some orders 
already placed will be filled in 1955. 
This new computer, the CRC 102-D, 
which is termed “low-cost” by the man- 
ufacturer, can use punched tape, mag- 
netic tape, punched cards, or an elec- 
tric typewriter as input media. Vari- 
ous other companies, too, make com- 
puters using punched paper tape as in- 
put. The importance of the Remington 
Rand unit, which will also be available 
for delivery in 1955, lies in its complete 
adaptability to any system, and in its 
capacity for handling different prob- 
lems, fed in on different input media, 
simultaneously. 

In some cases, manufacturers are 


©using another approach. Burroughs 


Corporation, for example, has adopted 
a philosophy of developing complete in- 
tegrated data processing systems by 
area—creating devices to heighten effi- 
ciency in each of three major areas of 
clerical work: The “Make Ready” 
area, which includes gathering of all 
data to be processed, and feeding it in- 
to the system; “Data Manipulation,” 
which involves all the processing of the 
raw data; and “Document Production,” 
which involves translating the proc- 
essed data into readily usable form. 
The Burroughs approach is to try 
to streamline operations within each 
of these general areas, using electronic 
devices where they are most practic- 
able, electrical or mechanical techniques 
in other phases where electronics seems 
too elaborate for the work to be ac- 
complished. When operations within 
each area have been brought to peak 
efficiency, then the areas can be linked 
together, in Burroughs’ thinking, giv- 
ing a packaged integrated data proc- 
(To page 65) 
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Semi-Annual Index 
July-December, 1954 
ASSOCIATION NEWS 


Accountants’ groups hold June conventions July, Pg. 2] 


_ 
vi 


NOMA conference stresses personnel___.._______July, Pg. 
Golden Anniversary Business Show 
will feature new exhibit arrangements... September, Pg. 26 
AMA conference concentrates on 
computers 


Electronics dominates SP: N inntionaite..: 


_...December, Pg. 15 
_..December, Pg. 24 


CASE OF THE MONTH 


Expanding branch ’phone exchange serv- 
ices in a major medical center, 
by C. O. Vermillion, M.D. 
Mechanized production control brings 
speed, savings, to G.E. Utica plant. 
Company improves invoice procedure by 
using its own product, new forms 


July, Pg. 28 
August, Pg. 24 


September, Pg. 


METHODS 


Sampling simplifies job analysis 
by Richard H. Goldberg 

How to determine switchboard require- 
ments (Part I) by Roy Stone September, Pg. 22 

Blueprint for office performance standards 
by Herman Limberg 

Does your correspondence sell the company? 
by R. G. Buckley 

Methods improvement is everybody’s job, 
by G. Emmett Gunn ; October, Pg. 22 

Essentials of a good form letter program _.. December, Pg. 18 

How to determine switchboard require- 

ments (Part I1)—by Roy Stone ____ December, Pg. 22 


August, Pg. 12 


October, Pg. 14 


October, Pg. 17 


NEWS FEATURES 


Act as “sounding boards,” secretaries told__September, Pg. 36 
AMA reviews new tax law 

at special meeting shania October, Pg. 20 
It’s 50 years for the National Business ‘Show_. October, Pg. 26 


OFFICE DESIGN 


Celanese opens Charlotte office building —___ July, Pg. 30 
Keynote: economy—results: spectacular... July, Pg. 22 
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Stauffer offices maintain the luxury tradition__August, Pg. 18 
From factory to office at Parker Pen______October, Pg. 24 


“Office of the Year” Awards 


Celanese Corp.: offices at Charlotte, N. C. November, Pg. 22 
Columbian Carbon Co.: offices at 
New York 
General Foods Corp.: “offices 2 at 
White Plains, N. Y. 
Standard Federal Savings & Loan Asso- 
ciation: offices at Los Angeles November, Pg. 26 
Thomas & Betts: offices at Elizabeth, N. J... November, Pg. 28 
Utica Mutual Insurance Co.: offices at 
New Hartford, N. Y. 


November, Pg. 18 


November, Pg. 14 


November, Pg. 24 


PERSONNEL 


Employment Agencies— 
first line of office recruitment 
by Robert M. Smith 

Supervision can be democratic 
by Eugene E. Jennings .__ 

Middle management is the key 

by Carolyn N. Nelson 


July, Pg. 13 
August, Pg. 15 


December, Pg. 


SPECIAL FEATURES 


What’s best for your office— 
new building or old? 
by Louis J. Glickman 
What to do? 


July, Pg. 19 
August, Pg. 29 


SYSTEMS 


Integrated data processing for 
the smaller office (conclusion: First Part in June) 
by Ralph W. Fairbanks July, Pg. 33 
Practical values of records management 
(Part 1)—by Paul Denoncourt 
C.1.T. streamlines equipment inventory 
by Henry M. Burnett 
Practical values of records management 
(conclusion)—by Paul Denoncourt 
ALCOA inaugurates integrated data proc- 
essing on national scale 


by Ralph W. Fairbanks 


August, Pg. 27 
September, Pg. 14 


September, Pg. 28 


December, Pg. 12 


TRENDS 


Yesterday, today, tomorrow— 
in office management—by Frank A. Rowland July, Pg. 26 
Office itself must share in tool development 
by R. L. Harrell 
Teamwork belongs on every level 
by Helen R. Wilson 
What factors will make tomorrow’s 
“Office of the Year’? 
by Ralph W. Fairbanks . ' 
How office needs can be served by a 
general contractor 


August, Pg.22 


September, Pg. 20 


November, Pg. 12 
December, Pg. 20 
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Ditto begins construction 
of new home offices 
A new $4,250,000 building, which 


will house the home offices and pro- 
duction facilities of Ditto, Inc., is under 
construction in Lincolnwood, Ill., Chi- 
cago suburb. The building, which is 
due to be completed this year, will 
cover 290,000 square feet and will con- 
tain 310,000 square feet of floor space. 

The new structure will consist of 
two sections. The two-story section at 
the front will provide space for the 
executive, administrative, sales, pur- 
chasing, and other offices. It will have 
brick oxterior walls trimmed with Bed- 


18,000 


ford stone and granite. This area will 
be completely air conditioned. 

The manufacturing section, 760 feet 
in length and 360 feet in width, will be 
a one-story steel frame building with 
walls faced with aluminum sheeting. 


GUARANTEED 


Months of 1955 


up, Up, Up, Goes | 
OFFICE MANAGEMENT | 


Dynamic Growth 
That Parallels 


AVERAGE 
NET PAID 


For the First Six 


Dynamic 
Acceptance by 
America’s 
Top 
Executives 
* 
Aug., 1954 


Over | 15,000 


the men who sele 
who specify, who buy 
Chron equipment used 


ss 


Nk GEYER-McALLISTER PUBLICATI | 
S912 FIRTH AVENUE «NEW YORK 10, N. 


“a 


* Subject to verification by A.B.C. audit 


January, 1955 


Architect’s rendering of new Ditto home offices 


This section will house manufacturing, 
engineering, and production 
operations. The offices of engineering 
and production personnel will be air- 
conditioned, and much of the manu- 
facturing area will also have air con- 
ditioning facilities, to permit close 
control of temperature, humidity, and 
other climatic factors. 

The new building will bring to- 
gether under a single roof functions 
which are now separated in various 
buildings throughout Chicago. It will 
be served directly by the Chicago and 
North Western Railroad, and space 
will be provided for the parking of 400 
automobiles. The remainder of the 27- 
acre site will be landscaped. 


other 


Personnel program budgets 
continue to grow—AMA 


The nation’s investment in personnel 
and industrial relations programs con- 
tinues to grow, according to a survey 
conducted recently by the Industrial 
Relations Center of the University of 
Minnesota. Results of the survey were 
reported in an article by Dr, Dale 
Yoder in the November issue of Per- 
sonnel, a publication of the American 
Management Association. 

On the basis of this study, the cost 
per employee of providing industrial 
relations staff services was indicated to 
be $69.34 this year. This is an increase 
of 11 per cent over last year’s figure, 
which, in turn showed a 12 per cent 
increase from 1952 to 1953. 

Much of the increase resulted from 
larger expenditures for medical, health, 
and safety programs, a trend which 
was most pronounced among manu- 
facturing companies. Other services 
which consumed more money this year 
than last were administration, promo- 
tion and transfer, records and reports, 
auditing, and research. Planning, staff- 
ing, and training, on the other hand, 
showed reduced costs, while there was 
little change in labor relations, person- 
nel rating, employee benefits and serv- 
ices, and wage and salary administra- 
tion. 
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The ‘highest total costs were found 
in banking, financial, and insurance 
companies, following the trend of 
other years. This year manufacturing 
companies also ranked high. 

The figures were derived from ques- 
tionnaires sent to industrial relations 
directors and personnel managers 
throughout the country. These repre- 
sented companies with from 137 to 
32,000 employees. Their 1954 budgets 
ranged from $5,900 to $2,640,739. In- 
cluded in the figures are salaries of 


industrial relations staff members and | 
such items of staff expense as tele- | 
phone, travel, office supplies, and over- | 


head, 

Each company was asked to show 
what percentages of the personnel 
staff's working time were spent on each 
of fourteen personnel and industrial 


relations functions. Dr. Yoder noted | 


that the time required for planning 


and policy matters, rating, and research | 


appeared to decline with increasing 
company size, whereas time spent in 
training increased. 


Vista Furniture purchases 
Costa Mesa 

Costa Mesa Furniture, manufacturer 
of modern office furniture, has been 
purchased by Vista Furniture Co., Ana- 
heim, Calif., according to a recent an- 
nouncement from Jackson Gregory 
and Donald Bates, owners of Vista. 
The newly-acquired company will be 
operated as an affiliate of Vista by Nor- 
man Bates, who has been made a 
partner. 


New York Life plans 
Los Angeles offices 

The New York Life Insurance Co. 
has announced plans to erect a model 
office building at West Sixth St. and 
Lafayette Park Place, Los Angeles, to 
house the operations of the company’s 
Pacific Division and of the local Los 
Angeles branch offices. 

The announcement, made by Presi- 
dent Clarence J. Myers during a special 
visit to the Pacific Coast, disclosed that 
Welton Becket, F.I.A.A., and Asso- 
ciates, of Los Angeles, would serve as 
architects and engineers for the new 


building. Coldwell, Banker & Co., are | 


handling financing and other negotia- 
tions. 

The new building will be a three- 
story structure of reinforced steel and 
concrete. Among its features will be 
a sheer glass wall broken by archi- 
tectural spandrels, cantilevered second 
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Office folding machine 
little larger than 

a typewriter... 
& costs less! 


@ This Pitney-Bowes Folding Machine 
will save any office the hours now spent 
in costly hand folding—will free your 
girls for more important jobs. Costing 
less than a typewriter, it quickly pays 
for itself in even a small office. 


@ The FH, electrically driven, with 
semi-automatic feed, is fast and 
accurate. It can make two folds 
at once—and double-fold letter 
sheets up to 5,000 per hour! 
(Automatic feed optional at 
slight extra cost.) Even folds 
sheets stapled together. 


€ 


~ 


handles paper from 3x3 to 84% x 14 
inches in a wide range of weights and 


The little 
finishes. And you can set it for any job semi-automatic 
. - Model FH can 
in only a few seconds—by simply mov- double-fold 5,000 
ing two knobs to adjust for the wanted sheets an hourl 


fold widths...easy as tuning your TV! 
@ Call your nearest Pitney-Bowes office 
for a demonstration. Or send the 
coupon for free illustrated booklet. 


The larger, fully 
automatic, FM 
folds up to 


Move indicator knobs to widths wanted 
... And it’s ready to gol ] 


Gr ew we wa ae 


Pitney-Bowes, INc. 


— Pacific St., Stamford, Conn. 


= 

] Send free booklet on 
i 

_— 
- 


Folding Machines 90 Machines to: 


Made by Pitney-Bowes, Inc....originators ! Firm 
of the postage meter ...94 branch offices, 
with service in 259 cities in U. S. and Canada. 


1 Address 
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SINGLEX 
Caso 


Just one out of 
more than 3,000 


EBERWARD FABER 
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2001 
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Eberhard Faber’s Singlex 
Typewriter Eraser looks 
like a pencil...sharpens 
like a pencil! Always has 
a sharp point for clean, 
single-letter erasures. In 
brilliant metallic green 
polish, with or without 
modern nylon brush. 
SINGLEX is only one of 
many reasons why more 
people buy Eberhard 
Faber erasers than any 
others made. 

Trademarks Reg. U. S. Pat. Off. 
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SINCE 1849 


EBERMARD 
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NEW YORK + TORONTO 
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puts its quality 
in writing 
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and third floor levels, and a parking 
area midway between the first and 
second levels to provide easiest access 
to private and public offices, 
Luminous coil lighting will be used 
on the first floor, while fluorescent 
lighting will be employed throughout 


All floors will 


the rest of the building. 
‘be served by an automatic elevator 


_system. Air conditioning will be pro- 
‘vided throughout the year, and em- 
ployees will have the use of a pent- 
|house recreation area. The building 


\—— 3 | will contain a total of 28,000 square 


feet of floor space. 
| Plans call for completion of che new 
offices during the winter of 1955. 


Riverside Drive at 134th St. 
AGENTS IN PRINCIPAL CITIES 


January, 1955 


Chicago prepares for OMAC 
business show and seminar 

The word “atom” has acquired a 
new meaning for office executives and 
manufacturers of business equipment. 
It now stands for “Alerting Today’s 
Office Manager,” which has been adopt- 
ed by the Office Management Associa- 
tion of Chicago as the theme of its 
Thirteenth Annual Seminar and Busi- 
ness Show, which will be held at the 
Conrad Hilton Hotel beginning Febru- 
ary 28th. In further development of 
this theme, the seminar will take up 
four main subjects: Automation, Tech- 
niques, Organization, and Manage- 
ment. 

The seminar will run through March 
2nd, while the show will continue an 
additional day. During the course of 
the seminar, a panel of experts will 
discuss the impact of automation on to- 
day’s office. In considering the subject 
of techniques, speakers will examine 
work improvement, work simplifica- 
tion, cost reduction, scheduling, work 
standards, incentives, and measurement 
methods for the office. 

Other speakers will present papers 
on the development of sound organ- 
ization, including discussions of efh- 

bali page vei 


OFFICE MOVING 
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SCIENCE 


... perfected by neptune ! 


YOU PAY NO MORE FOR THE BEST! 


NEPIVNE 


STV RAGE 


OFFICE MOVING DIVISION 
New York City WAdsworth 6-9500 
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CATALOGUES, BOOKLETS, _ 


‘THE beginning of a new year offers an opportunity 

to survey the whole field of office equipment, 
furniture, machines, and services through the medium 
of the literature published by the manufacturers them- 
selves. On the following pages are listed more than 
300 representative catalogues, booklets, brochures, 
and other material covering this broad field. 


Because of space limitations, this list cannot be all- 
inclusive. Manufacturers will provide information on 
products not listed here if the reader will contact them 
directly. 

As a service to readers, Office Management will for- 
ward to the manufacturers concerned any requests it 
may receive for any of this material. A convenient 
coupon is provided for this purpose on page 55. 
Each listing through this special section bears a num- 
ber, repeated on the convenient check-list coupon. 


January, 1955 
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CATALOGUES, 


BOOKLETS, BROCHURES FOR THE OFFICE 


(1) Abbott Coin Counter Co., Inc., 
E. 144th St. & Wales Ave., New York 
34. Catalog describing coin and cur- 
rency trays and cabinets. 


(2) Acme Lite Products Co., Congers, 
N. Y. Catalog containing information 
on portable, adjustable fluorescent desk 
lamps. 


(3) Acme Stee) Office Partition & 
Shelving Co., Inc., 130 Steuben St., 
Brooklyn 5, N. Y. Catalog describing 
metal and glass office partitions and 
steel shelvine. 


(4) Acme Visible Records, Inc., Cro- 
zet, Va. Brochure describes Virginian 
line of cabinets for visible record equip- 
ment. 


(5) Akro-Mils, Inc.. P. O. Box 989, 
Akron 9, Ohio. You Can See Where 
You Put It. Catalog of small parts 
storage and display cabinets. 


(6) All-Stee] Equipment Inc., 44 Grif- 
fith Ave., Aurora, Ill. Catalog OFB-1 
briefly lists representative ASE steel of- 
fice furniture. 


(7) Aluminum Seating Corp., 17 S. 
Cherry St., Akron, Ohio. Gentlemen 
Be Seated. Brochure, in color, describ- 
ing Fine Rest Chairs. 

(8) Appliance Products Co., 2034 Jen- 
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OTHER EQUIPMENT 


OFFICE FURNITURE =< 


= 
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ifer St., Madison 4, Wis. Brochure il- 
lustrating complete line of wardrobe 
units and coat hangers. 


(9) Armstrong Cork Co., Lancaster, 
Pa. Better Business Floors, booklet, in 
color, describing Armstrong linoleum 
and other flooring materials, with illus- 
trations. 


(10) Arnot - Jamestown Div., Aetna 
Steel Products Corp., S. Dow St., James- 
town, N. Y. Catalog AF-112, describ- 
ing Officettes and Partition-ettes (mov- 
able partitions and modular furniture), 
including prices. 


(11) Art Metal Construction Co., 
Jamestown, N. Y. Office Standards 
and Planning Book. A 96-page “guide 
to the conservation of time, energy, 
and space” in the office. 


(12) Art Specialty Co., 3245 W. Lake 
St., Chicago. Catalog No. 4303, cover- 
ing Flexo, Litemaster, Flexarm and 
other adjustable portable lamps. 


(13) Art Steel Co., Inc., 170 W. 233rd 
St., New York 63. The Steelmasters 
Office Equipment Catalog. 


(14) Atlantic Microfilm Corp., 41 
Union Sq. W., New York 3. Brochure 
containing descriptions of five- and 
seven-drawer microfilm filing cabinets. 


(15) Automatic Electric Co., 1033 W. 
Van Buren St., Chicago 7. Dial Your 
Way to Greater Business Success, bro- 
chure describing uses and advantages 
of P-A-X Business Telephone System. 


(16) Julius Bandes & Co., Inc., 3 
Cedar Lane, New Hyde Park, L. L, 
N. Y. Catalog of clothes costumers, 
desk trays, and other accessories. 
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(17) Bankers Box Co., 720 S. Dear- 
born St., Chicago 5. Catalog, Econom- 
ical Record Storage for Every Business, 
containing complete details on record 
storage line. 


(18) Blair Aluminum Furniture Co., 
P. O. Box 362, Marietta, Ga. Brochure, 
The Story of Blair Aluminum Furni- 
ture. 


€19) Buchan Loose Leaf Records Co., 
840 S. Penn St., Clifton Heights, Pa. 
Catalog describing line of loose leaf 
binders, counter and desk catalog units, 
and indexes. 


(20) Carrier Corp., 300 S. Geddes St., 
Syracuse 1, N. Y. Brochure giving de- 
tails of new type of air-cooled air con- 
ditioning equipment especially designed 
for multi-story office buildings where 
water cooling is impracticable. 


(21) Central Desk Mfg. Co., 454 N. 
Armour St., Chicago 22, Catalog No. 
70, on wood executive and commercial 
office desks and tables. 


= 


(22) Chelsea Fan & Blower Corp., 
639 South Ave., Plainfield, N. J. Win- 
dow Fan Catalog No. 614-55, describ- 
ing various sizes of window fans with 
expandable sides, and movable air cir- 
culators. 


(23) Columbia Steel Equipment Co., 
4500 N. Third St., Philadelphia 40. 
Brochure, Better Office Living With 
Columbia Files, Desks, and Tables. 
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If you want one or more of these catalogues, use coupon on page 55 


(24) Consolidated Office Supply Co., 
711 S, Dearborn St., Dept. OM, Chi- 
cago 5. Fall and winter office supply 
and equipment catalog, Bulletin 72. 


(25) Corry - Jamestown Mfg. Corp., 
Corry, Pa. “Correlation” by Steel Age. 


Full color brochure on new integrated 
desk line. 


(26) Courtcraft Mfg. Co., P. O. Box 
30, Cranford, N. J. 24-page catalog 
covering smoking stands, lamps, framed 
pictures, etc. 


(27) Currier Mfg. Co., 2448 W. Lar- 
penteur, St. Paul, Minn. Catalog, 
Eliminate Delay and Confusion With 
Curmanco Steel Office Files. 


(28) Desks, Inc., Dept. OM, 71 Fifth 
Ave., New York 3. Brochure T-1. De- 
scribes services to architects and deco 
rators and shows pictures of furniture 
line, 


(29) Dolin Metal Products, Inc., 315 
Lexing‘on Ave., Brooklyn 16, N. Y. 
Catalog describing 65 sizes of steel 
transfer niles. 


(30) Domore Chair Co., Monger 
Bldg., Elkhart, Ind., Chairs by Do/ 
More, catalog containing illustrations 
and descriptions of complete chair line. 


(31) Dorset Steel Equipment Co., 
2514 W. Dauphin St., Philadelphia. 
Literature describing furniture line. 


(32) The Ebco Mfg, Co., 265 N. 
Hamilton Rd., Columbus, Ohio. Fold- 
ers describing complete line of Oasis 
and Kelvinator water coolers. 


(33) Equipto, Aurora, Ill. “Equipto 
gram” No. 479, describing all types of 
bins, shelving, storage units, and carts. 


(34) Erie Art Metal Co., Inc., 18th 
and Schaal Ave., Erie, Pa. Leaflet de- 
scribing metal wastebaskets, boxes, and 
hampers for offices, institutions, and 
homes. 


(35) Executone, Inc., 415 Lexington 
Ave., New York 17. Executone Fully 
Intercommunicating System, brochure 
describing equipment and operating 
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features of the All-Master Intercom Sys- 
tem, 


(36) Federal Equipment Co., P. O. 
Box 446, Carlisle, Pa. Catalog covering 
equipment for mail and small materials 
handling, including bag racks, letter 
sorting cases and tables, etc. 


(37) Flintkote Co., Tile-Tex Div., 
1232 McKinley Ave., Chicago Heights, 
Ill. 34-page illustrated brochure de- 
scribing company and its tile products. 


(38) The Floorcraft Co., 393 Broad- 
way, New York 13. Catalog covering 
casters, glides, chair mats, desk and 
chair guards, lamps, plush fenders, and 
crutch tips. 


(39) Franklin Table Co. 116 N. 
Fourth St., Louisville 2, Ky. Catalog on 
a copy holder equipped with a high 
speed line finder. 


(40) Frigid, Inc., 128-168 32nd St., 
Brooklyn 32, N. Y. Catalog covering 
all types of fans and window air con- 
ditioners. 


(41) The Fritz-Cross Co., 300 E. 
Fourth St., St. Paul 1, Minn, Loose 
leaf catalog showing all models of F-C 


metal office chairs. 


(42) GR Products, Inc., 142 Federal 
Square Bldg., Grand Rapids, Mich. 
Catalog showing complete line of 
Soundex partitions and walls, includ- 
ing actual installation pictures. 


(43) General Electric Co., Commer- 
cial & Industrial Air Conditioning 
Dept., 5 Lawrence St., Bloomfield, N. J. 
Brochure, Air Conditioning Step by 
Step, No. SP79-2689, a 12-page book- 
let telling how to air condition on a 
budget. 


January, 1955 


(44) The General Fireproofing Co., 
Youngstown 1, Ohio. Announcement 
broadsides covering new Generalaire 
desk line and two packaged offices. 


(45) General Lamps Mfg. Corp., 450 
N. Ninth Ave., Elwood, Ind. Litera- 
ture illustrating and describing incan- 
descent and fluorescent desk lamps. 


(46) The Globe-Wernicke Co., Cin- 
cinnati 12, Ohio. Streamliner Desks 
end Tables Catalog illustrating com- 
plete Globe-Wernicke desk line. 


(47) Gonco Mfg. Co., 1259 S, La Brea 
Ave., Los Angeles 19. Brochure, Secre- 
taries Are Working Too Hard If They 
Are Nor Jsing ]AC-A-Desk. 


(48) Graphic Systems, 55 W. 42nd 
St., New York 36. Seeing Is Achiev- 
ing, 24-page booklet describing Board- 
master Graphic Visual Control for pro- 
duction, scheduling, etc. 


(49) Griffon Productions, Air Devices 
Div., 4 Hathaway Rd., Bronxville, 
N. Y. Literature describing Filt-R-Fan 
and Dual-Fan Diffuser air filtering and 
air supply equipment. 


(50) Hamilton Mfg. Corp., Colum- 
bus, Ind. Catalog, in color, giving de- 
tailed descriptions and illustrations of 
Cosco line of office chairs. 


(51) Hanson Scale Co., 1777 Shermer 
Rd., Northbrook, Ill. Literature de- 
scribing new desk postal scales for 
small offices. 


(52) Harter Corp., 3 Prairie Ave., 
Sturgis, Mich. Brochure, Posture Seat- 
ing Makes Sense, tells of benefits execu- 
tives can receive from use of posture 
chairs. 


(53) Haskell, Inc., 303 E. Carson St., 
Pittsburgh 19, Pa. Brochures describ- 
ing entire line of desks. 


(54) High Point Bending & Chair 
Co., Siler City, N. C. Catalog No. 54, 
Chairs For All Business. 


(55) S. A. Hirsh Mfg. Co., 8051 Cen- 
tral Pk., Skokie, Ill. Catalog covering 
steel shelving, cabinets, and bins. 
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CATALOGUES, BOOKLETS, BROCHURES FOR THE OFFICE 


(56) Hoosier Desk Co., P. O. Box 
149, Jasper, Ind. Catalog No. 56, de- 
scribing desk line. 


(57) Horder’s, Inc., 231 S. Jefferson 
St., Chicago 6. Catalog No. 58, cover- 
ing business furniture, equipment, and 
office supplies. 


(58) C. Howard Hunt Pen Coa. 
Seventh & State Sts., Camden 1, N. J. 
Booklet, Pencil Sharpeners, by James 
W. Fitch, a guide to buying, installing, 
using, and maintaining pencil sharp- 
eners. 


(59) Hush-A-Phone Corp., 65 Madi- 
son Ave., New York 16. Brochure, 
Phone Conversations Overheard. 


(60) Indiana Chair Co., Jasper, Ind. 
Catalog No. 54, covering complete line 
of chairs for offices, schools, and insti- 
tutions. 


(61) Indiana Desk Co., Inc., Jasper, 
Ind. General catalog in color, illustrat- 
ing wood office desks. 


(62) Invincible Metal Furniture Co., 
Manitowoc, Wis. Catalog, Steel Busi- 
ness Equipment by Invincible, describ- 
ing complete line of furniture; in color. 


(63) Jasper Desk Co., Box 111, Jasper, 
Ind. Catalog containing information 
on line of wood office desks, tables, and 
accessories. 


(64) Jasper Office Furniture Co., 13th 
& Vine Sts., Jasper, Ind. Catalog No. 50, 


(65) Jasper Seating Co., Jasper, Ind. 
Catalog showing line of Craftsman 
chairs, including models for offices, 
schools, and homes. 


(66) Jayem Sales Corp., 31 Coffey St., 
Brooklyn, N. Y. 1955 catalog and price 
list, covering metal office accessories, 


(67) Johnson Chair Co., 7-109 Mer- 
chandise Mart, Chicago 54. Catalog of 
wood and leather office chairs. 


(68) King Posture Chair Co., 953 S. 
Raymond Ave., Pasadena 2, Calif. 
Brochure giving details on complete 
line of metal office chairs, 


1B 


(69) Lansdale Products Corp., Box 
568, Lansdale, Pa. Brochure, Control 
Is the Modern Way to Business Effi- 
ciency. 


(70) Le Febure Corp., 716 Oakland 
Rd. N.E., Cedar Rapids, Iowa. Bro- 
chure, Le Febure Plan of Cycle Billing, 
giving information on cycled accounts 
receivable, 


(71) Lightolier, Inc., Dept. P-10, 
346 Claremont Ave., Jersey City 5, 
N. J. Lamps by Lightolier, a brochure 
describing the company’s line of lamps. 


(72) Luminous Ceilings, Inc., 2500 
W. North Ave., Chicago 47. Acusti- 
Luminus Ceilings Office Installations, a 
catalog showing installations of lumi- 
nous ceilings. 


(73) Management Control Charts Co., 
1731 N. Wells St., Chicago 14. Bro 
chure on Cofheld Visual Control Charts 
for management, production, sales, etc. 


(74) Marvel Metal Products Co., 3843 
W. 43rd St., Chicago 32. Brochure 
covering office storage and wardrobe 
cabinets, and a janitor’s utility cabinet. 


(75) Maso Steel Products, Inc., 53 W. 
Jackson Blvd., Chicago 4. General cat- 
alog showing steel furniture, including 
chairs and machine stands. 


(76) Metal Specialties Mfg. Co., 1975 
N. Cornell Ave., Melrose Park, Ill. Cat- 
alog page illustrating and describing 
Presto No. 30 stapler. 


(77) Herman Miller Furniture Co., 
Zeeland, Mich. MEOG, a brochure on 
executive office furniture. 


(78) The Milwaukee Chair Co., 3022 
W. Center St., Milwaukee 45, Wis. 


January, 1955 


Catalog No. 60 and Supplement No. 62, 
giving details on complete line of wood 
and upholstered office chairs. 


(79) Modern Steelcraft, Inc., 230 Fifth 
Ave., New York, Catalog. 


(80) Monarch Furniture Co., Inc., 
High Point, N. C. Brochure illustrat- 
ing new modern styling of chairs, sofas, 
sectionals, etc. 


(81) Monarch Metal Products, Inc., 
724 S. Columbus Ave., Mt. Vernon, 
N. Y. Catalog No. 3, on tabulating 
card accessories. 


(82) The Mosler Safe Co., 320 Fifth 
Ave., New York 1. Illustrated booklet, 
What You Should Know About Safes. 


(83) Mutschler Bros. Co., Nappanee, 
Ind. Catalog describing Samson office 
and conference room tables. 


(84) Myrtle Desk Co., Box 1750, 
High Point, N. C. Brochure contain- 
ing colored photographs of rooms, 
showing desks made by the company. 


(85) Nashua Corp., 44 Franklin St., 
Nashua, N. H. Brochure containing 
information on retail and industrial 
tape dispensing machines of the Na- 
tional line. 


(86) National Blank Book Co., Holy- 
oke, Mass. Literature on visible record 
keeping, machine posting trays, and 
supplies. 


(87) The National Cash Register Co., 
Main and K Sts., Dayton 9, Ohio. 
Brochure describing accessories for desk 
model bookkeeping machines, includ- 
ing chairs, stands, files, etc. 


(88) National Vulcanized Fibre Co., 
P. O. Box 311, Wilmington, Del. Cata- 


log price sheet for Vul-Cot waste- 
baskets. 


(89) Neubauer Mfg. Co., 2019 Cen- 
tral Ave., N.E., Minneapolis 18, Minn. 
Brochure covering steel storage prod- 
ucts, including open file shelving, li- 
brary shelving, etc. 
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(90) Niagara Mfg. & Dist. Corp., 
Adamsville, Pa. Brochure describing 
chairs equipped with motorized areas 
designed to give a mechanical massage 
to the user. 


(91) Noble Glidex Extension Bracket 
Co., 1710 15th Ave. S., Birmingham, 
Ala. Literature describing telephone 
extension bracket, 


(92) Norquist Products, Inc. 415 
Chandler St., Jamestown, N. Y. Bro- 
chure on Norquist Coronet folding 
tables and chairs. 


(93) Northwest Metal Products Co., 
1337 E. Mason St., Green Bay, Wis. 
Catalog of office furniture. 


(94) Orna Metal Products Co., 2412 
S. Seventh St., St. Louis. Skyliner 
Catalog No, 55, covering office furni- 
ture. 


(95) Pelouze Mfg. Co., 1218 Chicago 
Ave., Evanston, Ill. Single page out- 
lining postal scales of capacities from 
one to fifty pounds. 


(96) Perfection Stove Co., 7609 Platt 
Ave., Cleveland, Brochure offering 
technical data on room air condition- 
ers. 


: FS 


(97) Pitney-Bowes, Inc., Walnut St., 
Stamford, Conn. Fight the Concealed 
Costs of Doing Business, catalog on 
equipment designed to replace manual 
office operations. 


(99) Pres-To-Line Corp. of America, 
2339 Cotner Ave., Los Angeles 64. 
Executive brochure. 


(100) Protectall Safe Corp., Grand 
Blvd., Hamilton, Ohio. Catalog, in 
color, on Protectall line of safes. 


(101) Puro Filter Corp. of America, 
Sist Ave. & 21st St., Long Island City, 
N. Y. Catalog with pictures and de- 
scriptions of Puro electric water coolers 
and filter-purifiers, 


(102) The Rak Makers, 10 Hamilton 
St., New London, Conn. Brochure 
giving details on aluminum magazine 
and catalog racks. 


(103) Rauland-Borg Corp., 3515 W. 
Addison St., Chicago 18. Ampplicall 
Intercommunications Catalog No. 250. 


(104) Remcor Products Co., 321 E. 
Grand Ave., Chicago 11. Brochure on 
Remcor Cooler Cub electric water 
coolers. 


(105) Remington Air Conditioning, 
Auburn, N. Y. Folder showing com- 
plete line of window and console model 
air conditioners, 


(106) Remington Rand Inc., 315 
Fourth Ave., New York 10. Folder 
describing Kompakt filing cabinets. 


(107) Republic Steel Corp., Berger 
Mfg. Div. Catalog covering Berger 
“5000” Series desks. No, ED-1035. 


(108) Jens Risom Design Inc., 49 E. 
53rd St., New York 22. Institutional 
booklet featuring Risom designs in 
prominent installations; special insert 
showing Group “8” Desk. 


(109) Rite-Line Corp., 4209 38th St., 
N.W., Washington 16, D. C. Four- 
page circular and catalog sheet. 


(110) Robbins Floor Products, Inc., 
Tuscumbia, Ala. Brochure describing 
Lifetime Vinyl All Purpose Terra-Tile, 
a floor tile installed without adhesive. 


(112) Safeway Industrial Equipment 
Corp., 184 N. Franklin St., Chicago 6. 
Catalog No. 54A describing portable 
lift trucks. 


(113) Security Steel Equipment Corp., 
Avenel, N. J. Catalogs describing Se- 
curity line of desks, tables, chairs, and 
filing cabinets. 


(114) Shaw-Walker Co., Muskegon, 
Mich. Time and Office Work, an illus- 
trated booklet on “time-engineered” of- 
fice systems and equipment. 


(115) Shelbyville Desk Co., P. O. Box 
179, Shelbyville, Ind, Catalog of wood 
office furniture. 


(116) Sikes Co., Inc., 20 Churchill St., 
Buffalo 7, N. Y. Catalog No. 22 on 
office seating equipment. 


(117) Wm. M. Smith Co., 20 Fergu- 
son Ave., Broomall, Pa. Literature oo 
Call-sender intercommunication equip- 
ment. 


(118) Speed Products Co., 3201 
Queens Blvd., Long Island City, N. Y. 
Catalog of Swingline staplers, pliers, 
file fasteners, index tabs, clips, and sup- 
plies. 


(119) Springer Industries, Inc., 48-01 
28th Ave., Long Island City, N. Y.- 
Catalog giving details on refrigerated 
bars for offices and homes. 


(120) Stacor Equipment Co., 768 E. 
New York Ave., Brooklyn 3, N. Y. 
Catalog No. 553 on Stacor steel draft 
ing room furniture. 


(98) Posting Equipment Corp., 1026 
Niagara St., Buffalo 13, N. Y. Bro- 
chure on posting trays, stands, and in- 
dexes. 
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(111) Royal Metal Co., 175 N. Mich- 
igan Ave., Chicago 1. Royal Distinctive 
Furniture, a 36-page catalog illustrat- 
ing posture and executive chairs, etc. 
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(121) Stanley Mfg. Co., 2310 N. Main 
St., Ft. Worth, Tex. Catalog covering 
Executive and Rocket lines of leather 
furniture; swatch card bound in catalog. 
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CATALOGUES, BOOKLETS, BROCHURES FOR THE OFFICE 


(122) Star Stee] Equipment Co., Inc., 
117-20 14th Rd., College Point 56, N. Y. 
Catalog on steel storage and display 
equipment, No. C-RS1, 


(123) Steel Furniture Mfg. Co., 15531 
E. Arrow Highway, Baldwin Park, 
Calif. Brochure describing Fortress line 
of steel desks. 


(124) Steel Service Mfg. Co., Steuben- 
ville, Ohio. Brochure on the Steel- 
Pride line of lockers and cabinets, 


(125) Steelcase, Inc., 1491 Division 
Ave., S., Grand Rapids, Mich. Sun- 
shine Styling Brochure, picturing differ- 
ent office settings. 


(126) Steel-Parts Mfg. Corp., 4630 W. 
Harrison St., Chicago 44, Steel-Parts 
Catalog. 


(127) Stellar Tool & Mfg. Co., Inc., 
94-40 158th St., Jamaica 33, N. Y. 
Leaflet describing Spin-A-File desktop 
rotary card files. 


(128) Stromberg-Carlson Co., Sound 
Equipment Div., 1225 Clifford Ave., 
Rochester 21, N. Y. Folder S-100 on 
Dial-X intercommunicating telephone 
systems. 


(129) Supreme Steel Products, Inc., 
52-55 74th St., Maspeth, L. I., N. Y. 
Catalog covering storage and wardrobe 
cabinets. 


(130) Talk-O-Products, Inc., 163 St. 
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Paul St., Rochester, N. Y. Catalog on 
Talk-O intercommunication systems, 


(131) The Taylor Chair Co. Bed- 
ford, Ohio. Brochure No. 137, giving 
details on office chairs. 


. 
(132) Temprite Products Corp., P. O. 


Box 72, Birmingham, Mich. Brochure 
on Temprite water coolers. 


(133) Tiffany Stand Co., Inc., 7350 
Forsyth Blvd., St. Louis 5. Brochure 
giving details on Tiffany stands. 


(134) The Toledo Metal Furniture 
Co., 850 S. Hastings St., Toledo 7, 
Ohio. Brochure, in color, illustrating 
Toledo business machine stands, 


(135) The Trane Co., Third & Cam- 
eron Ave., La Crosse, Wis. Catalog de- 
scribing UniTrane self-contained air 
conditioners. 


(136) Uniflow Mfg. Co., Erie, Pa. 


Literature on Lectrick-Ice water coolers. 


(137) U.S. Air Conditioning Corp., 
Como Ave., S.E. at 33rd, Minneapolis 
14, Minn. Bulletin No. 77-5 covering 
packaged air conditioners for office ap- 
plications, 


Vy 


(138) Victor Safe & Equipment, 
Remington Rand Inc., 315 Fourth Ave., 
New York 10, Brochure No. WV453 
on visible record equipment and _ its 
use for inventory control. 


(139) Vogel-Peterson Co., 1121 W. 


January, 1955 


37th St., Chicago 9. Catalog, The Of- 
fice Valet Ends All Wraps Problems. 


(140) The F. W. Wakefield Brass 
Co., Vermilion, Ohio. Literature de- 
scribing integration of illumination with 
diverse services normally expected 
from the ceiling. 


(141) Watson Mfg. Co., Inc., Rol-Dex 
Div., Jamestown, N. Y. Catalog, Speed 
Record Keeping Without Fatigue, de- 
scribing Rol-Dex record units. 


(142) Wells Chair Corp., Michigan 
City, Ind. Brochure covering Aristo- 
crat line of metal office chairs. 


(143) Wells Furniture Mfg. Co., 
P. O. Box 849, Laurel, Miss. Catalog 
of office and school furniture. 


(144) Werner’s Mfg. Co., Lodi, Calif. 
Brochure comparing steel transfer files, 
cardboard transfer files, and low-price 
four-drawer files. 


(145) Western Mfg. Co., 532-544 N. 
Highland Ave., Aurora, Ill. Brochure 
containing four page circulars covering 
lines of steel filing cabinets and desks. 


(146) The Worden Co., Holland, 
Mich, Complete catalog of office furni- 
ture. 


(147) Zephyr American Corp., 95 
Morton St., New York 14. Catalog 
No. 3A, describing floor and desk-top 
rotary files. 
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if you want one or more of these catalogues, use coupon on page 55 


(148) AAA Adding Machine Co., 
Inc., 201 W. 41st St., New York. De- 
scriptive literature on reconditioned 
adding and calculating machines of 
various types. 


(149) Abbott Coin Counter Co., Inc., 
E. 144th St. & Wales Ave., New York 
54. Booklet, Coin Counting Machines. 


(150) Abco Plastic & Supply Co., 59 
E. Alpine St., Newark 5, N. J. Bro 
chure describing an edging machine 
for reinforcing the edges of blueprints, 
folders, etc. 


(151) Addo Machine Co., Inc., 145 
W. 57th St., New York 19. Catalog, 
Let's Talk About Duplicating, describes 
line of manual and electric Roneo 
duplicating machines. 


(152) Air Associates, Inc., 511 Joyce 
St., Orange, N. J. Booklet on facsimile- 
type transmitting and duplicating 
equipment for office and business rec- 
ords. 


(153) R.C. Allen Business Machines, 
Inc., 678 Front Ave., N.W., Grand 
Rapids, Mich. Tables, brochure con- 
taining mathematical tables, chain dis- 
counts, etc. 


(154) American Automatic Type- 
writer Co., 2323 N. Pulaski Rd., Chi- 
cago 39. Brochure, How to Use the 
Auto-Typist. 


(155) American Dictating Machine 
Co., Inc., 65 Madison Ave., New York 
16. Brochure describing the Rex Re- 
corder. 


(156) American Numbering Machine 
Co., Atlantic & Shepherd Aves., Brook- 
lyn 8, N. Y. Catalog illustrating vari- 
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ous models of numbering machines and 
styles of figures obtainable. 


(157) The American Perforator Co., 
625 W. Jackson Blvd., Chicago 6. 
Brochure, Fraud Prevention Through 
Document Perforation, describes use of 
perforators. 


(158) Amplifier Corp, of America, 
398 Broadway, New York 13. Bro- 
chure, The Electro Magnemite, describ- 
ing a remote control tape dictation- 
transcription recorder. 


(159) Atlantic Microfilm Corp., 41 
Union Square W., New York 3. Bro- 
chure, The Atlantic Filmchek, concern- 
ing a machine for editing and inspect- 
ing microfilm. 


(160) Beck Duplicator Co., Division 
of Autocopy, Inc., 150 W. 26th St., 
New York 1. Catalog, covering flat-bed 
gelatin duplicators, etc. 


(161) Charles Bruning Co., Inc., 4700 
Montrose Ave., Chicago 41. Brochure, 
The Copyflex Process, describing diazo 
process copying equipment. 


(162) B. H. Bunn Co., 7605 Vin- 
cennes Ave., Chicago 20. The Bunn 
Package Tying Machine, a brochure 
covering tying machines. 


(163) Calculagraph Co., 306 Sussex 
St., Harrison, N. J. Literature on 
elapsed time recorders. 


(164) Carbon-Feedmaster Co., 309 
Henry St., Eureka, Il]. Brochure on 
carbon saving devices. 


(165) The Cincinnati Time Recorder 
Co., 1733 Central Ave., Cincinnati 14. 
Brochure concerning master time and 
program systems, time recorders, time 
stamps, cards, and racks. 


January, 1955 


(166) Clary Multiplier Corp. San 
Gabriel, Calif, Time, People and Equip- 
ment, a brochure on how a good office 
manager handles hours, personnel, and 
machines. 


(167) Copy-Craft, Inc., 105 Chambers 
St., New York 7, Brochure describing 
Ormig Universal systems machines and 
spirit duplicators. 


(168) Cummins-Chicago Corp., 4740 
N. Ravenswood Ave., Chicago 40. Bro- 
chure giving details on Cummins check 
signers and endorsers. 


(169) The Denominator Co., Inc., 261 
Broadway, New York 7, Reference- 
guide to varied uses of manual tabu- 
lating machines. 


(170) A. B. Dick Co., 5700 W. 
Touhy Ave., Chicago 31. Brochure, 
There’s A Completely New Way to 
Duplicate Copies, describing new Azo- 
graph duplicating process. 


(171) Dictaphone Corp., 420 Lexing- 
ton Ave., New York 17. Brochure, 
Letter Perfect, a secretarial handbook. 


(172) Eastman Kodak Co., 343 State 
St., Rochester 4, N. Y. Brochure, Veri- 
fax Copying, describes Verifax method 
of making multiple copies in room 
light. 


(173) Thomas A. Edison, Inc., 51 
Lakeside Ave., West Orange, N, J. 
That New Fashioned Phone Dictating 
System is Edison Televoice, a 16-page 
beoklet on phone dictation systems. 


(174) Facit, Inc., 500 Fifth Ave., New 
York. Brochure on Facit 10-key auto- 
matic calculators, describing operation 
and construction. 
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CATALOGUES, BOOKLETS, BROCHURES FOR THE OFFICE 


(175) Felt & Tarrant Mfg. Co., 1735 
N. Paulina St., Chicago 22. Brochure 
on new Comptometer dictation-tran- 
scription machine, with swatch of 
Mylar magnetic belt. 


(176) Ferris Business Equipment, 
Inc., 244 Great Meadows Rd., Stratford, 
Conn. Ferris Rotary Manual K2, on 
operating principles of rotary files, time 
and motion studies. 


(177) Filmsort Div., Dexter Folder 
Co., Pearl River, N. Y. Brochure, New 
Horizons With Microfilm, describing 
unitized microfilm equipment, supplies, 
and systems. 


(178) Follett Time Recording Co., 
Inc., 217-19 High St., Newark 2, N. J. 
Catalog of time stamps, time clocks, 
data recording instruments, number- 
ing machines, perforators, check sign- 
ers, ete. 


(179) Wm. A. Force & Co., Inc., 216 
Nichols Ave., Brooklyn 8, N. Y. Cata- 
log, How to Select Right Numbering 
Machine or Metal Dater. 


(180) General Binding Corp., 812 
W. Belmont Ave., Chicago. Booklet, 
Now You Can Bind. 


(181) The Haloid Co., Dept. OM, 
Haloid St., Rochester 3, N. Y, Catalog, 
XeroX Copying Equipment for Xerog- 
raphy. 


(182) Milo Harding Co., 500 S. Mon- 
terey Pass Rd., Monterey Park, Calif. 
Catalog covering Tempo heavy-produc- 
tion and Geha Dual-Cylinder Stencil 
Duplicators. 


(183) Hart Mfg. Co., 2400 Endicott 
Sc., St. Paul 14, Minn. Brochure on the 
Wright spirit duplicating machine. 


(184) The Heyer Corp., 1850 S. Kost- 
ner Ave., Chicago 23. Brochure, Dupli- 
cating Problems Conquered by the 
Heyer Conquerors, 


(185) Horder’s Inc., 231 S. Jefferson 
St., Chicago 6. Catalog No. 58, on 
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office equipment, furniture, and sup- 
plies. 


(186) International Business Ma- 
chines Corp., 590 Madison Ave., New 
York 22. Brochure, Validating With 
IBM Time Stamps, explains uses and 
advantages of time stamps in the office. 


(187) A. D. Joslin Mfg. Co., Mani- 
stee, Mich. Descriptive circulars on the 
Eclipse time stamp. 


(188) Keller Duplicator Co., 545 E. 
Third St., Long Beach 12, Calif, Fold- 
er describing Keller’s post card rotary 
stencil duplicator. 


(189) Lansdale Products Corp., Box 
568, Lansdale, Pa. Brochure on Copy- 
Ease. 


(190) Lathem Time Recorder Co., 76 
Third St., N.W., Atlanta, Ga. Catalog 
containing descriptions and prices of 
machines and supplies. 


(191) Lightning Adding Machine 
Sales Co., 234 W. 37th Place, Los An- 
geles 7. Brochure, in color, with pho- 
tographs and description of machine. 


(192) F. G. Ludwig, Inc., Deep River, 
Conn. USES brochure, describes vari- 
ous business uses of Contoura-Constat 
photocopier. 


(193) Magnetic Recording Industries, 
11 E. 16th St., New York 3. Brochure 
on the Voice-Master magnetic disk dic- 
tation system, As Simple As a Phono- 
graph. 


(194) Marchant Calculators, Inc., 
1475 Powell St., Oakland 8, Calif. 
Marchant Methods for Modern Figur- 
ing with Automatic Electric Calcula- 
tors, giving 400 detailed methods and 
tables of factors. 


January, 1955 


(195) J. Curry Mendes Corp., 1 Curry 
Lane, Canton, Mass. Literature on au- 
tomatic collating and semi-automatic 
tipping machines. 


(196) Metal Products Engineering, 
Inc., 4000 Long Beach Ave., Los An- 
geles 58. Catalog on the complete line 
of coin changers for banks, etc, 


(197) Microlex Corp., 1 Graves St., 
Rochester 14, N. Y. Brochure, Micro- 
lex—a New Approach In Micro-Repro- 
duction. 


(198) Miles Reproducer Co., Inc., 812 
Broadway, New York. Information on 
an eight-pound self-contained film voice 
recorder, battery operated. 


(199) Minnesota Mining & Mfg. Co., 
900 Fauquier St. St. Paul, Minn. 
Brochure, Remember That Time Is 
Money, describing Thermo-Fax copy- 
ing machine. 


(200) Monroe Calculating Machine 
Co., Inc., Orange, N. J. Brochure, New 
Monro-Matic Duplex Brings Automa- 
tion to Invoice Figuring. 


(201) Mosler Safe Co., 320 Fifth Ave., 
New York 1. Catalog on the Roto-File 
rotary card filing system. 


(202) The Multistamp Co., 531 W. 
21st St., Norfolk 1, Va. Catalog cover- 
ing Multistamp hand stamp stencil 
duplicators, 


(203) The National Cash Register 
Co., Main & K Sts., Dayton 9, Ohio. 
Brochure, A Faster Way to Do Figure 
Work, showing how to figure elapsed 
time, figure mark-up, chain discount, 
etc., on an adding machine. 


(204) Olivetti Corp. of America, 580 
Fifth Ave., New York 36. Brochure 
on the Olivetti Electrosumma Duplex, 
a two-register, high-speed, electric ad- 
ding-listing machine. 


(205) Ozalid, Division of General 
Aniline & Film Corp., Johnson City, 
Brochure, The Bambino— 


N. ¥. 
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Letter-size Copies in Less Than a Min- 
ute for Less Than Two Cents. 


(206) Peck & Harvey Mfg. Corp., 
5650 N. Western Ave., Chicago 45. 
Folder No. 54C5 on the Copymaster 
whiteprint dry copier, 


(207) Peerless Photo Products, Inc., 
Shoreham, L. I., New York. Dri-Stat 
Office Photocopying Equipment and 
Materials, 6-page folder on Dri-Stat 
photocopying equipment line. 


(208) Peirce Dictation Systems, 5900 
N. Northwest Highway, Chicago 31. 
Literature on magnetic type dictation- 
transcription equipment. 


(209) Pekas Duplicator Co., Lock Box 
306, Lesterville, S, D. Literature on 
the Speedy Printer stencil duplicator 
for cards and tags. 


(210) Pitney-Bowes, Inc., Walnut St. 
Stamford, Conn. The First Class Way 
to Get Out Any Class of Mail, brochure 
on metered mail systems and postage 
meters. 


(211) Plus Computing Machines, 
Inc.. 5 Beekman St., New York 38. 
Brochure on the complete line of key- 
drive adding and adding-calculating 
machines. 


(212) The Print-O-Matic Co., Inc., 
724 W. Washington Blvd., Chicago 6. 
Catalog describing duplicators, folding 
machines, and related supplies. 


(213) Reiner Numbering Machine 
Co., 165 O'Farrell St., San Francisco 2. 
Catalog giving details on line of office 
numbering machines. 


(214) Remington Rand Inc. 315 
Fourth Ave., New York 10. Brochure 
on the Model 99 printing calculator. 
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Hicks St., Milwaukee 14, Wis. Bro- 
chure on Rex-O-Graph spirit dupli- 
cators, including manual, electric, and 
systems models. 


(216) Rex-Rotary Distributing Corp., 
19 W., 31st St., New York 1. Brochures 
on Rex-Rotary duplicators, addressing 
equipment, and supplies. 


(215) Rex-O-Graph, Inc., 7840 W. 


Brochure on line of duplicating ma- 
chines. 


(217) Safeguard Corp., Lansdale, Pa. 
Brochure containing information on the 
Safeguard system of bank account pro- 
tection. 


(218) Scribe Corp., 5022 W. Madison 
St., Chicago 44, Ill, Brochure illustrat- 
ing and describing dictation-transcrip- 
tion equipment. 


(219) Scriptomatic, Inc., 300-316 N. 
lth St., Philadelphia. Literature de- 
scribing complete line of addressing 
and data writing equipment. 


(220) The Shredmaster Corp., 9 E. 
40th St., New York 16. Illustrated cat- 
alog sheets giving full specifications and 
describing features of machines, 


(221) Simplex Time Recorder Co., 
25 S. Lincoln St., Gardner, Mass. Cata 
log on time stamps, time recorders, 
master clocks, program systems, watch- 
man’s clocks, etc. 


(222) Smith-Corona Inc., Syracuse 1, 
N. Y. Brochure, Tip to Typists, giving 
time-saving shortcuts and useful hints 
on improving typing skill, 


(223) The SoundScriber Corp., 146 
Munson St., New Haven 4, Conn. 
Brochure, More Than Finest Dictating 
System—For You, describing Sound- 
Scriber dictation system. 


(224) Speedliner Co., 4404 N. Ravens- 
wood Ave., Chicago 40. Brochure on 
how the spirit duplicator works, with 
actual samples, 


(225) Speed-O-Matic Co., 7640 W. 
Norton, Los Angeles 46. Brochure on 
post card duplicators. 


(226) Standard Duplicating Machines 
Corp., 1935 Parkway, Everett, Mass. 


(227) The Staplex Co. 777 Fifth 
Ave., Brooklyn 32, New York. Bro 
chure on the Staplex automatic electric 
stapling machine. 


(228) Talk-A-Phone Co. 1512 S. 
Pulaski Rd., Chicago 23. Literature on 
intercommunication equipment. 


(229) Thomas Collators, Inc., 50 
Church St., New York 7. Catalog on 
table top, tandem, and floor model col- 
lators. 


(230) Time, Date & Number, Inc., 
298 Broadway, New York 7. Catalog 
covering machines for timing, dating, 
and/or numbering. 


(231) Times Facsimile Corp., Stena- 
fax Div., Hotel Biltmore Arcade, Madi- 
son Ave. at 43rd St., New York 17. 
Brochures on Stenafax facsimile equip- 
ment for preparation of stencils and off- 
set masters. 


(232) The Todd Co., Inc., P. O. Box 
910, Rocnester 3, N. Y. Brochure on 
the Protectograph Disburser, which 
dates, protects, and signs checks in one 
operation. 


(233) Underwood Corp., 1 Park Ave., 
New York 16. Brochure, Your Keys to 
Success, a short manual on typing, use 
and care of typewriters, and special 
typewriter features. 


(234) Victor Adding Machine Co., 
3900 N. Rockwell St., Chicago 18, Ill. 
Catalog, Keys to Better Business, show- 
ing full line of equipment. 


(235) Wheeldex & Simpla Products, 
Inc., 40 Bank St., White Plains, N. Y. 
Brochure, Better Banking In Boston, 
describing unique central file and fac- 
simile transmission hookup for any 
large office. 
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CATALOGUES, 


BOOKLETS, 


BROCHURES FOR THE OFFICE 


(236) Abbott Coin Counter Co., Inc., 
E. 144th St. & Wales Ave., New York 
54. Literature on coin wrappers. 


(237) Abco Plastic & Supply Co., 59 
E. Alpine St., Newark 5, N. J. Bro 
chure on the Quiet-Grip typewriter pad. 


(238) Accountants’ Supply House, 
305 Canal St., New York 3. 1955 cata- 
log covering accounting supplies and 
general stationery and office items. 


(239) G. J. Aigner Co., 426 S. Clinton 
St., Chicago 7. Circular No. J-52, pic- 
turing and describing special made-to- 
order indexes. 


(240) Albany Novelty Mfg. Co., 107 
W. Canton St., Boston. Catalog, Anco 
Visible Displays. 


(241) Alliance Rubber Co., Alliance, 
Ohio. Arco open ring rubber band use 
booklet, illustrating 295 uses. 


(242) Alvin & Co., Windsor, Conn. 
Literature on commercial drawing and 


drafting supplies, materials, and design- 
ing aids. 


(243) Amberg File & Index Co., Kan- 
kakee, Ill. Catalog of filing supplies, 
binders, catalog covers, paper special- 
ties, box files, and albums. 


(244) American Dictating Machine 
Co., Inc., 65 Madison Ave., New York 
16. A catalog of more than 50 pages 
devoted to used and rebuilt machines 
and related supplies. 


(245) Ames Supply Co., 564 W. Ran- 
dolph St., Chicago 6. Know Your Typ- 
ing Needs, brochure of “vital informa- 
tion on heart of typewriter.” 


OFFICE SUPPLIES 


(246) Autographic Business Forms, 
Inc., 215 Seventh St., Hoboken, N. J. 
Brochure, Portfolio of Duplicating 
Masters — business form originals. for 
whiteprint, spirit, or offset duplicators. 


(247) The Baltimore Salesbook Co., 
3134 Frederick Ave., Baltimore 29. 
Brochure, Business Forms That Save 
Time. 


(248) Bankers & Merchants, Inc., 3229 
N. Sheffield Ave., Chicago 13. Cata- 
log No. 80, containing 258 pages on a 
complete line of marking devices. 


(249) Beck Duplicating Co., Div. of 
Autocopy, Inc., 150 W. 26th St., New 
York 1. Catalog on gelatin rolls, dupli- 
cator fluid, cleansing cream, etc. 


(250) Binney & Smith, Inc., 380 Mad- 
ison Ave., New York 17. Literature on 
Gold Medal products for commercial 
and industrial use. 


(251) The Blackbourn Systems, Inc., 
320 S. Cedar Lake Rd., Minneapolis 5. 
74-page catalog illustrating and de- 
scribing bookkeeping systems and rec- 
ords. 


(252) Blaisdell Pencil Co., Bethayres, 
Pa. Have you A Marking Problem?, 
describing types and uses of paper pen- 
cils and other supplies. 


(253) Business Machine Products, 
Inc., 8 Engle St., Englewood, N. J. 
Brochure on Silent Sentry typewriter 
base, noise control for typewriters, etc. 


(254) The Clarotype Co., Inc., 261 
Broadway, New York 7. Literature on 
Clar-O-Type, typewriter type cleaner. 
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(255) Consolidated Business Systems, 
Inc., 30 Vesey St., New York 7. Bro 
chure, Time Savers For Business, a 
catalog of standard business forms. 


(256) Consolidated Office Supply Co., 
711 S. Dearborn St., Dept. OM, Chi- 
cago 5. Fall and winter office supply 
and equipment catalog, Bulletin 72. 


(257) A. B. Dick Co., 5700 W. Touhy 
Ave., Chicago 31. Catalog of Mimeo- 
graph suppiies and accessories. 


(258) The Dunleavy Co., 87 Rumford 
Ave., Waltham 54, Mass. Illustrated, 
descriptive catalog of Filex filing, card 
index supplies. 


(259) Duplicating Papers, Inc., 230 
W. 17th St., New York 11. Brochure, 
Paper Problems Are Costly, containing 
information on how to use offset dupli- 
cating equipment efficiently. 


(260) E. I. du Pont de Nemours & 
Co. (Grasselli Chemicals Dept.), Room 
N-2539, Wilmington 98, Del. There's 
Safety In the Shine, 4-page booklet on 
du Pont Ludox colloidal silica anti-slip 
for floor wax. 


(261) The Esterbrook Pen Co., Dela- 
ware Ave. & Cooper St., Camden 1, 
N. J. Fountain Pen Point Guide Book, 
describing use of fountain pen points 
for specific business purposes. 


(262) Filmsort Div., Dexter Folder 
Co., Pearl River, N. Y. Brochure, 
New Horizons With Microfilm, de 
scribing Filmsort card systems for filing 
unitized microfilm. 


(263) Follett Time Recording Co., 
Inc., 217-19 High St., Newark 2, N. J. 
Literature on time cards, inked ribbons 
for time stamps and time clocks, etc. 
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If you want one or more of these catalogues, use coupon below 


(264) The Globe-Wernicke Co., Cin- 
cinnati 12, Ohio. Catalog of office ac- 
cessories and standard filing supplies, 
including Visible Reference Record 
Equipment. 


(265) Guide System & Supply Co., 
Inc., 335 Canal St., New York 13. 
Gussco Catalog No. 531, covering com- 
plete lines of filing supplies, Transfile 
transfer cases, and hanging folders and 
equipment. 


(266) Milo Harding Co., 500 S. Mon- 
terey Pass Rd., Monterey Park, Calif. 
Catalog on complete line of Tempo 
stencil duplicating products. 


(267) Hedges Mfg. Co., 2931 Went- 
worth Ave., Chicago 16. Catalog No. 
154, showing complete line of filing 
supplies. 


(268) Horder’s Inc., 231 S. Jefferson 
St., Chicago 6, Ill. Catalog No. 58, 
covering office supplies, business furni- 
ture, and equipment. 


(269) International Business Ma- 
chines Corp., 590 Madison Ave., New 
York 22. Three Keys to Quality, bro- 
chure describing quality control tests 
given to IBM typewriter ribbons and 
carbon paper. 


(270) Lansdale Products Corp., Box 
568, Lansdale, Pa. Brochure, It’s Never 
Empty. 


(271) Le Febure Corp., 716 Oakland 
Rd., N.E., Cedar Rapids, Iowa. Bro- 
chure, Short-Cut Bookkeeping, describ- 
ing a simplified office procedure. 


(272) Linen Supply Association of 
America, 22 W. Monroe St., Chicago 3. 
Your Linen Supply Company, booklet 
covering linen supply. 


(273) Metal Products Engineering, 
Inc., 4000 Long Beach Ave., Los An- 
geles 58. Catalog on aluminum office 


specialties, including clip boards, file 
shelves, etc. 


(274) Moore Business Forms, Inc., 
900 Buffalo Ave., Niagara Falls, N. Y. 
Brochure, Engineering Your Business 
Forms, analyzing use of business forms 
and business forms systems, giving case 
histories. 


(275) National Blank Book Co., 
Holyoke, Mass. Poster, Bookkeeping 


Procedure Visualized, measuring 21 by 
28 in. 


(276) The National Cash Register 
Co., Main & K Sts., Dayton, Ohio. 
Brochure on “packages” of supplies 
and accessories, forms, ink ribbons, 
paper rolls, etc. 


(277) Nebraska Salesbook Co., P. O. 
Box 631, Lincoln 1, Neb. Literature 
on multiple business forms, Autogra- 
phic register and forms, manifold 
books. 


(278) Office Products, Inc., 9920 Free- 
land Ave., Detroit 27. Brochure, The 
“PS” Story, on the uses for Self-Stik 
label holders, 


(279) Ozalid, Div. of General Aniline 
& Film Corp., Johnson City, N. Y. 
Brochure on Ozalith sensitized, posi- 
tive, aluminum, and paper offset plates. 


(280) Pitney-Bowes, Inc., Walnut St., 
Stamford, Conn. Postal Rate and In- 
formation Chart, a combined desk- and 
wall-chart, including “self-zoning” par- 
cel post map. 


(281) Polychrome Corp., 2 Ashbur- 

ton Ave., Yonkers, N. Y. Literature on 

duplicating supplies for mimeograph, 
(To next page) 


lf you wish any of the items listed in this section, you may request them by using this coupon. 
The numbers on the coupon correspond to the numbers of the items in the preceding list. 
Merely check the numbers of the items you wish and forward the coupon to Office Management. 
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CATALOGUES, BOOKLETS, BROCHURES FOR THE OFFICE 


offset, and spirit process machines. 


(282) Remington Rand Inc., 315 
Fourth Ave., New York 10. Kit of 
Plastiplate instruction booklets and bro- 
chures, describing offset printing. 


(283) Rubic, Rubin & Rubin Corp. 
180 Mott St., New York 12. Catalog 
of stationery items, etc., including col- 
umnar pads. 


(284) Wellington Sears Co., 65 Worth 
St. New York 13. All Hands Go for 
Clean Cotton Towels, brochure describ- 
ing types and uses of Fairfax cotton 
towels made by West Point Mfg. Co. 


(285) Shaw-Walker Co., Muskegon, 
Mich. Brochure, Time and Office 
Work, containing illustrations and de- 
scriptions of “time-engineered” office 
systems and equipment, 


(286) Charles C. Smith, Inc., Exeter, 
Neb. Catalog No. 354, illustrating ex- 
tensive Smith line of signals and in- 
dexes. 


(287) Southern Folder & Index Co., 
Box 1232, Eldorado, Ark. Catalog of 
Dixie filing supplies, including folders 
and indexes. 


(288) Speed-O-Matic Co., 7640 W. 
Norton, Los Angeles 46. Literature on 
duplicating supplies, including post 
card stencils and duplicating ink. 


(289) Standard Duplicating Machines 
Corp., 1935 Parkway, Everett, Mass. 
Leaflet describing all duplicating sup- 
plies, with swatch showing colors and 
weights of copy papers. 


(290) The Staplex Co. 777 Fifth 
Ave., Brooklyn 32, N. Y, Literature 
on Staplex high speed staples, 


(291) Superior Printing & Loose Leaf 
Co., 900 N. Franklin St., Chicago 10. 
Literature and samples of Tabbies, an 
indexing method. 


(292) Times Facsimile Corp., Stena- 
fax Div., Hotel Biltmore Arcade, Madi- 
son Ave. at 43rd St., New York 17. 
Brochure on Stenafax mimeograph 
stencils, Planofax offset masters, etc. 


(293) The Todd Co., P. O. Box 910, 
Rochester 3, N. Y. Brochure on the 
Todd Form-Master “one-write” multi- 
posting record board. 


(294) United Staple Co., Inc., 35-56 
Ninth St., Long Island City 6. N. Y. 
Literature on staples. 


(295) Victor Safe & Equipment, Rem- 
ington Rand Inc., 315 Fourth Ave., 
New York 10. Catalog MN31R, Victor 
Mak-Ur-Own Indexing Supplies. 


(296) Wabash Filing Supplies, P. O. 
Box 196, Wabash, Ind. Brochure cov- 
ering five basic methods of filing. 


(297) Warshaw Mfg Co., 1 Main St., 
Brooklyn 1, N. Y. Literature on Su- 
perindex index cards and Superdex 
file folders. 


(298) Wilson Jones Co., 209 S. Jef- 
ferson St., Chicago 6. Catalog No. 154, 
Wilson Jones Company and Its Di- 


visions. 


MISCELLANEOUS 


(299) The Bassick Co., 437 Howard 
St., Bridgeport 2, Conn., 8-page book- 
let on floor protection. 


(300) International Business Ma- 
chines Corp., 590 Madison Ave., New 
York 22. Brochure, At Your Com- 
mand, covering IBM service bureau fa- 
cilities. 


(301) The Mutual Life Insurance Co. 
of New York, 1740 Broadway, New 
York 19. Booklet, MONY Module, 
describing modular employee benefit 


insurance plans. 


(302) Neptune Storage, Inc., 369 Hu- 
guenot St., New Rochelle, N. Y. 
A World of Service, descriptive matter 
covering office moves. 


(303) Underwood Corp., 1 Park Ave., 
New York 16. Film, The Duties of 
A Secretary. 


To Company Librarians: 


Microfilm editions of Office Management magazine are 


available to regular subscribers who find it inconvenient 
to store regular bound volumes because of space limi- 


tations. 


The microfilm rolls are sold by University Microfilms, 


313 N. First St., Ann Arbor, Michigan. Each roll covers 


all editions of the magazines for one year. 


Microfilm editions are now available for 1950, 1951, 1952, 


and 1953. Cost of the 1950 and 1951 rolls is $2.80, of 


the 1952 film, $2.90, and of the 1953 edition, $2.60. 


January, 1955 
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A New furniture line 

This couch is one of a number of new 
pieces of furniture designed for the 
office, lobby, and reception room and 
manufactured by the Kenmar Mfg. 
Co., E. Palestine, Ohio. It is uphol- 
stered in Armor-Weight Elastic Bolta- 
flex, a strong but supple plastic made 
by Bolta Products, Lawrence, Mass. 


VY Combination photocopier 

The Cormac Senior is a new desk top 
combination photocopier recently intro- 
duced by Cormac Industries, Inc., 80 
Fifth Ave., New York. Designed to 
take copy up to 14 inches in width, 
the new model weighs 25 Ibs. and 
measures 24 by 10 by 10 in. The case 
is finished in grey plastic. 
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The Harris-Seybold Co., 4510 E, 71 
St., Cleveland, has streamlined _ its 
Macey collator, which is made with 
from four to sixteen stations and can 
handle stock from 4 by 6 to 9% by 12 
in. The eight-station model handles 
24,000 sheets an hour. 


> Pica-spaced tabs 
Aico indexes for ledger and post bind- 
ers now have pica-sized tabs to permit 
use of pica-spaced insert strips. They 
are made by G. J. Aigner Co., 426 S. 
Clinton St., Chicago. 


Portable typewriter 
The Leader is the newest portable type- 
writer made by the Underwood Corp., 
1 Park Ave., New York. It has forest 
green finger form keys, keys with plus, 
minus, and multiplication signs, and 
segment shift. 


New 
for the office 


q Continuous forms 

Speediflo, made by Moore Business 
Forms, Inc., 900 Buffalo Ave., Niagara 
Falls, N. Y., is designed for longer, 
faster runs, exact parts alignment, bet- 
ter machine feed, and has other im- 
provements. 


>» Desk-cabinet combination 

The Desk n’ File cabinet, made by 
Cole Steel Equipment Co., Inc., 285 
Madison Ave., New York, has a re- 
tractable desk, safe, check drawers, 
letter files, book compartments, and 
stationery drawers. 


January, 1955 
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A Steel transfer file 

This is an R-400 Series steel transfer 
case made by Dolin Metal Products, 
Inc., 315 Lexington Ave., Brooklyn, 
N. Y. Drawers have ball bearing 


rollers; cases interlock. 


V Steel smoking stand 

The Climax Club Smoker is a product 
of the Arnolt Corp., Warsaw, Ind. 
The stand is offered in several styles 
and colors. With steel tray for glasses, 
stand doubles as cocktail table. 


q Hanging file folder 

The new Verti-Swing line is made by 
The Globe-Wernicke Co., Cincinnati 
12, Ohio. Folders, of flexible stock, 
have rounded steel rods with protected 
ends. 


>» Micro-opaque copy reader 
The Microlex Reader, made by the Mi- 
crolex Corp., 1 Graves St., Rochester, 
N. Y., reads microfilmed copy printed 
on opaque cards of various sizes. 


Vv New chair line 

Chairs of the Swingline group, made 
by the W. H. Gunlocke Chair Co., 
Wayland, N. Y., are of walnut. Seats 
have roll edges, coil springs. 
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A Telephone extension bracket 
To take new types of telephones, Noble 
Glidex Extension Bracket Co., Inc., 
1710 15th Ave., Birmingham, Ala., has 
redesigned its brackets and made a tray 
to adapt existing brackets. 


V Electronic decimal computer 
The Nationai Cash Register Co.’s Elec- 
tronic Division, 3348 W. El Segundo 
Blvd., Hawthorne, Calif., offers the 
CRC 102-D electronic data processing 
machine, which takes and gives out 
data in decimal form, can be “fed” 
from punched paper tape, magnetic 
tape, punched cards, or an electric type- 
writer. 


OFFICE MANAGEMENT 


Mae: 
: 
- é ra 4 P ox > . " _ = 5-3 
i QTM 
be = *” ' —_ L / 
a mmm NZ NUNUNTNTN, 
- q es : . > a 
| — 
| eS. = ae 
a ] ae ae 
Be: — #3@ 
] cn = , 4 
; fe ‘fe < =e} _ . > a Sh et. 2 » ; 
\ a a "hes j a ‘ Bi ie ae ‘ 
= call Ji : 7 
| : : 3 - 7 er : i "9 ; a a 
5 er om ne ‘ : “a 
oe | 2 
bs abe } 1 Ft Va ; 
a RB = ae s : 
ee A : ; —_— 
¢ A t ‘a a 
rf } : . 
a ee wat we ei of hit ) 
> he pe ee 5 ae os ee 
‘leat ‘ ap a ie 
i . K, - -- a : > Be 
oe > eg = Se > oh —_ ‘ A tess - aS ne +e Res’ 
= ri~ : 
rime — i ae , 
| Caste zy r| ima >) 4 4. ibe a iI . 
_ a. 2 we | 
Bi Be Pas atk A as — _ ce 
ey. = 7 | - gh wm 
i. - ; : oe on 
- — > v 9 
. a : J 
eke 58 PF ee 
i i Sa 
} 


A For telephone dictation 

This is a unit of PhonAudograph III, 
a refinement of PhonAudograph I, 
the central dictation system made by 
the Gray Mfg. Co., Arbor St., Hartford, 
Conn. The unit both records dictation 
and provides playback for transcrip- 
tion, The telephone mounted on the 
case permits the typist to receive spe- 
cial instructions directly from the dic- 
tator. The system is used to record on 
a disk which can be resurfaced and re- 
used up to 50 times; both sides can be 
used. 


A Envelope inserter 
The Model 51 Insert-O-Matic automatic 
envelope inserter is manufactured by 
Printing Devices, Inc., 1705 N. 25th 
Ave., Melrose Park, Ill. It is 18 in. 
high, 40 in. long, and 16 in. wide. 
It is designed to make 3,000 insertions 
an hour into any standard envelope 
from No. 6 to No. 10. 


q Scheduling calendar 
Sked-U-Cal, offered by L. D. Blehart 
Co., 10 Fiske Pl., Mt. Vernon, N. Y., 
tells the date and day of any date any 
number of days, weeks, or months 
ahead of any other date. It computes 
time between dates, and can provide 
other information for planning and 
scheduling purposes. 


V Multi-purpose stamp 

The Injector stamp, made by the Ed- 
mar Div., Bankers & Merchants, Inc., 
3229 N. Sheffield Ave., Chicago, is a 
rubber stamp with interchangeable 
words. Words are carried on clearly 


marked slides. 


q Folding chair 


V Fiat files 
Stakmaster files are made by Stacor 
Equipment Co., 768 E. New York 
Ave., Brooklyn, N. Y. They have in- 
side drawer measurements from 26 by 
20 to 50 by 38 in. in 2- and 3-in. 
heights. 
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A Leather desk set 

This No. 924 leather desk set is a prod- 
uct of Star Office Accessories Co., 555 
E. Tremont Ave., Bronx, N. Y. It has 
metal edge channeling. The desk pad 
measures 16 by 21 in. 


V Office-size whiteprinter 

The Copymaster has recently been in- 
troduced by Peck & Harvey Mfg. Corp., 
5650 N. Western Ave., Chicago. It is 
designed for high-volume production. 
Width capacity is more than 20 in.; 


speed of operation is 30 feet a minute. 


Norquist Products, Inc., Jamestown, 
N. Y. has introduced a folding chair 
which is padded and upholstered with 
Boltaflex. One hundred chairs can be 
stacked in a 6 by 4'4-ft. space. 
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MORE COPIES, BRIGHTER COPIES with 


Hammermill’s Blue-White 
Duplicating Papers 


for mimeographing and spirit duplicating 


OU get more copies, blue-white brighter copies, with Hammermill 

duplicating papers. Your printer can supply them, help you select the 
best one for your mimeographing or spirit duplicating job. And his ideas 
on colorful printed headings can make your duplicated messages even 
more impressive. See your printer soon. Meanwhile, write on your business 
letterhead for free samples and for copies of our helpful idea-books 
“Duplicator Facts” and “Better Stencil Copies”: Hammermill Paper 
Company, 1471 East Lake Road, Erie 6, Pennsylvania. 


HAMMERMILL MIMEO-BOND GIVES UP TO 5,000 SHARP COPIES FROM 
1 STENCIL—and the 5,000th will compare in clearness with the first! 
Exclusive air-cushion surface absorbs mimeo inks more rapidly, cushions 
sheets as they pile up so there’s no smudgy set-off. Watermarked. Comes 
in seven popular colors and sparkling blue-white. 


HAMMERMILL DUPLICATOR FOR FAST, TROUBLE-FREE PRODUCTION 
of clean, bright copies on either spirit or gelatin-type machines. Comes in 
six pleasing colors and blue-white. Watermarked. 

Want good looks at low cost? Try Whippet Mimeograph 
and Whippet Duplicator. You'll get uniform quality unusual 
in such modestly-priced papers. 


You can obtain business printing on Hammermill papers where- 
ever you see the Guild shield on a printer’s window. 


DUPLICATING PAPERS 


eee yet cost no more 


60 


January, 1955 


Books and Pamphlets 


The Controller Reports to Management 

The first volume of papers presented 
at the 23rd Annual National Confer- 
ence of the Controllers Institute of 
America has now been published. It 
contains six papers dealing with re- 
ports to management. The first, by 
Karl H. Rudolph, of the Performance 
Analysis and Budget Dept., The Cleve- 
land Electric Illuminating Co., is en- 
titled, “Communicating Financial Facts 
to Top Management.” This is fol- 
lowed by a discussion of “Reports to 
Management on Finance: Cash Posi- 
tion and Cash Forecasts,” by Clayton 
E. Rogers, treasurer, Puget Sound Pulp 
& Paper Co., Bellingham, Wash. 

“Reports to Management on Manu- 
facturing Costs,” by William J. Smith, 
budget director, Sherman Paper Prod- 
ucts Corp., Boston; “Reports to Man- 
agement on Capital Expenditures,” by 
John H. Fennema, treasurer, Rhine- 
lander Paper Co., Rhinelander, Wis.; 
“Reports to Management on Sales,” by 
John B. Taylor, vice president and 
comptroller, Dixie Cup Corp., Phila- 
delphia; and “Reports to Management 
on Labor Costs for Negotiation Pur- 
poses,” by Peter H. Chiuminatto, sec- 
retary and treasurer, Charmin Paper 
Mills, Inc., Green Bay, Wis., are the 
remaining papers. 

The booklet, entitled The Controller 
Reports to Management, is available 
from the Controllers Institute of Amer- 
ica, Inc., 1 E, 42nd St., New York, at 
a cost of one dollar. 


Training Personnel for Computers 

Proceedings of the First Conference 
on Training Personnel for the Comput- 
ing Machine Field is the title of a new 
book published by the Wayne Univer- 
sity Press, Detroit 1, Mich., and avail- 
able at a price of $5. The book con- 
tains 35 papers concerned with educa- 
tional and manpower problems arising 
from the development of automatic 
computers. 

The papers deal at length with the 
educational aspects of the new develop- 
ments, and with the responsibilities of 
high schools, colleges, and industrial 
and training programs for training per- 
sonnel to work in the new field. The 
reports have been prepared by experts 
in the field and are designed to deal 
practically with current problems. 


(To page 62) 
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DIAL INTERCOM & 


EXCHANGES: * 


A—10 stations 
B—25 stations 
C—50 stations 
D—50 to 1000 or 
more stations 


(A, B and C shown with dust covers removed) 


AUTOMATIC — Convenient automatic op- 
eration. To intercommunicate, simply dial 
one, two, three or four digits, depending on 
size of the system installed. 


PRIVATE—Complete conversation privacy. 
No one can listen-in unless equipment is 
especially arranged for executive right-of- 
way service. 


SIMPLE WIRING —No complicated and 
costly multiple cabling. Only two wires 
required for connecting each telephone 
station to the dial switching exchange. 


DEPENDABLE — Trouble-free performance. 
All Federal dial switching exchanges are 
carefully built for reliable, long-life service. 
Relays and switches are designed and con- 
structed for lasting service. 


« .no business house should be without 
the facilities afforded by your system.” 


Federal Telephone and Radio Company 


A Division of INTERNATIONAL TELEPHONE AND TELEGRAPH CORPORATION 


says President Charles J. Simons 
C.J. Simons & Co., Newark, N. J. 


Federal 


DIAL INTERCOM SYSTEMS 


“For Every Service Need” 


Provide instant, automatic phone contact between 
10 to 1000 or more persons in offices, institutions 
and plants—without interfering with regular ow 
side telephone service! ( 


“I don’t know how we got along without it so long,” 
says President Simon’s letter commenting on the 
Federal Dial Intercom System installed for his 
company. 

Here is a modern system for every voice communi- 
cation need between any number of executives and 
employees ...in institutions...in any type of busi- 
ness organization. A Federal Dial Intercom speeds-up 
office and plant operations... effects more efficient 
coordination ...cuts wastes in productive time... 
gets more work done! 

A separate private dial switching telephone system 
for internal calls ... keeps switchboard and phones 
rented from telephone company free for prompt 
handling of outside calls from customers . . . reduces 
switchboard operating loads and payroll cost... cuts 
down call backs ... provides rapid, dependable auto- 
matic intercommunication service 24 hours a day! 


NOW — Dual Intercom and Dictation 
Service from the same dial telephone! 


You intercommunicate 


You dictate your letters 


This new development by Federal combines automatic 
intercommunication (for larger systems) with push-but- 
ton and dial control of centralized dictation recording 
on Thomas A. Edison dictating equipment—from any 
telephone station in a dial intercom system. Get the facts! 


For complete details 
write to Dept. G-28 
or telephone 

INDUSTRIAL COMMUNICATION SALES + 100 KINGSLAND ROAD - CLIFTON, N. J. NUtley 2-3600 


In Canada: Standard Telephones and Cables Mfg. Co. (Canada) Ltd., Montreal, P. Q. Extension 569 
Export Distributors: International Standard Electric Corp., 67 Broad St., N. Y. 
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Books and Pamphlets 
(Continued ) 


AMA Publications Catalog 
The American Management Asso- 
ciation, 330 W. 42nd St., New York, 
has issued a catalog of its publications. 
This 36-page booklet is entitled Prog- 
ress in Scientific Management. It lists 
AMA publications in eight fields: 
financial management, general man- 
agement, insurance, manufacturing and 
production, marketing, office manage- 

ment, packaging, and personnel. 


Helping the Taxpayer 
American Institute of Ac- 
countants, 270 Madison Ave., New 
York, has prepared a booklet on the 
question of professional help to busi- 
nesses and individuals in preparing tax 
returns. It has been contended in 
some cases that accountants are “prac- 
ticing law” when they advise taxpay- 
ers on these matters, and decisions of 
various courts are often conflicting. In 
this booklet, called Helping the Tax- 
payer, the AIA summarizes current is- 
sues and discusses a bill introduced in 
the 83rd Congress to enable the Treas- 
ury Department to establish definitive 
regulations on this subject. 


The 


new! 
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Now, for the first time, a compact one piece photocopying ; 
machine with the versatility of a flat bed printer! ; 
In seconds it copies anything that you can hold against the glass! : 


Even books, or other material that cannot be passed through the 2 
slot usually found in photocopiers. . 


Easier to clean—and more economical. The developing tray lifts out . 
for simplified cleaning and closes tight when not in use, thus ; 
extending the life of the solution. 


Protects from corrosion because of its non-metallic tank. 


Also makes perfect transparencies for use as masters with diazo 
or blueprints or for burning in positive offset plates. 


Compact—Portable. Two sizes, 842” x 14” and 14” x 17” 


Other Photorapid models: one-piece combination with 
14” throat 


“eee eer ene eeee 


and two-piece models up to 18” x 24” 
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Dept. E1, 105 Chambers Street, New York 7, N. Y. 


CARBON PAPER & RIBBONS + DUPLICATING, PHOTOCOPYING & SYSTEMS MACHINES & SUPPLIES 


Chicago prepares for OMAC 
business show and seminar 


(From page 44) 


ciency ratings, employee growth pro- 
grams, training methods, planning, and 
control. Management problems will 
be presented by a panel of specialists; 
among the subjects will be communica- 
tions, remuneration, office conduct, em- 
ployee attitudes, and preparation for 
retirement. 

OMAC reports that space available 
for exhibits of office equipment and ma- 
chines will be greater than it was last 
year, It is expected that 120 manufac- 
turers will be represented in this year’s 
show. 

Further information is available from 
the Office Management Association of 
Chicago, 105 W. Madison St., Chi- 
cago. OMAC is the Chicago chapter 
of the National Office Management 
Association. 


Quote and Unquote 


Good personnel administrators 
are scarce 

Wilbert E. Scheer, Personnel Direc- 
tor, Blue Cross-Blue Shield, discussing 
“Opportunities and Limitations for 
Women in the Personnel Field” before 
the annual meeting of Women in Per- 
sonnel, Chicage: 

“Let’s look at some of the women 
who earn their living as personnel ex- 
ecutives. No two personne] adminis- 
trators are alike, but all fall into defi- 
nite patterns. It may be possible to 
group them all into four types: 

“We have the originator. This is 
the personnel leader who thinks for 
herself. She can analyze her particular 
problem and arrive at an independent 
decision, She is not afraid to explore 
something new. She may make mis- 
takes but she will contribute many use- 
ful ideas to the field of personnel man- 


| agement. 


“Then we have the improvisor. This 


| is the personnel director who must 


| 
| 
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first have the boundaries surveyed for 
her. Within these limits she operates 
with vision and imagination, under- 
standing the problems and adapting ac- 
cepted ideas. 

“Next we have the follower. This 
personnel director rarely designs any 
new program or any part of a pro- 
gram. She observes what others in 
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the field are doing to meet their prob- 
lems, accepts what is common practice, 
then determines minimum action nec- 
essary to keep abreast of competition. 

“Finally we have the relaxer. This is 
the satisfied personnel director who 
grew up with the system, is quite com- 
fortable in it, and has no desire to 
change anything. She finally got where 
she is, feels it was hard work getting 
there, and now wants to sit back and 
enjoy her position. She is willing to 
work hard but along the lines which 
she understands and accepts. 

“Of course, it isn’t only the women 
in personnel who fall into these four 
classifications. These cover all per- 
sonnel administrators. Nor do we at- 
tempt to know how they are split up 
percentage-wise. One thing we are 
sure of .. . good personnel administra- 
tors are scarce.” 


Association News 


THE RECORDS MANAGEMENT 
ASSOCIATION of New York con- 
ducted a special Records Management 
Seminar in the auditorium at the New 
York offices of Remington Rand Inc. 
on December first. The theme of the 
seminar was “A Methods and Work 
Simplification Program Applicable to 
the Maintenance, Retention, and Man- 
agement of Records.” It included dis- 
cussions of electronic and microfilming 
developments, as well as of a number 
of standard filing methods. The group 
also made a tour of the Univac Com- 
puting Center. 


THE RECORDS MANAGEMENT 
ASSOCIATION of Chicago invited 
six business education teachers from 
Chicago High School to a dinner meet- 
ing at the Normandy House on No- 
vember 9th, as part of the Association’s 
work to promote interest in records 
management. The speaker of the eve- 
ning was Larry Jones, manager of the 
Filing Equipment and Methods De- 
partment of The General Fireproofing 
Co. 


THE OFFICE MANAGEMENT AS- 
SOCIATION of Chicago observed its 
annual Past Presidents’ Night on No- 
vember 18th at the Bismarck Hotel. 
The speaker of the evening was George 
J. Cullinan, vice president and a di- 
rector of Aldens, Inc., whose subject 
was “Office Efficiency—Profit Maker.” 
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OMAC held its last luncheon meet- 
ing of 1954 on December 2nd at the 
Morrison Hotel. Stephen E. Kelih, an 
authority on the science of memory 
training, was the guest speaker; his 
remarks were entitled, “You Can Re- 
member.” 


THE NATIONAL SECRETARIES 
ASSOCIATION, through its Lake 
Shore, Ill., chapter, recently presented 
an honorary membership to Harold 
W. Dickhut, general manager of 
Stivers Office Service, Chicago, “in 
recognition and appreciation of his 
interests in the aims of the chapter and 
NSA, and his support and assistance 


in the accomplishment of these aims.” 
Mr. Dickhut is a past president of the 
Office Management Association of Chi- 
cago, and is a member of the Institute 
for Certifying Secretaries, an organiza- 
tion appointed by the NSA to promote 
and administer the annual examina- 
tion for Certified Professional Secre- 
taries. 


THE WESTCHESTER CHAPTER 
of the National Office Management 
Association met for dinner on Novem- 
ber 16th at the Hotel Gramatan, 
Bronxville, N. Y., and heard a speech 
by Eugene F. Murphy, Senior Proce- 
dure Analyst, Standardization and Co- 
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New Harris 3 in 1 Solution obsoletes 


present way of making presensitized plates 


> 


“Rub it on. . . wipe it off 
do to process a Harris presensitized photo- 
offset plate. This amazing 3 in 7 Solution 
replaces (1) Desensitizer, (2) Lacquer, and 
(3) Gum. No wonder it cuts processing time 
in half and reduces the possibility of error. 
It’s the biggest advance in platemaking since 
presensitized plates were introduced. 


RUB IT ON... WIPE IT OFF 


First, expose a Harris plate in the conven- 
tional manner. Then pour a small amount of 
new 3 in 7 Solution on the plate. Using a 
sponge dampened in water, rub the entire 
surface of the plate thoroughly so that the 
non-printing areas are completely desensi- 
tized and the image area is completely 
developed. Now, wipe the plate dry. That’s 
all! Your plate is ready for the press. 

Be sure you benefit from the savings and 
convenience offered by this new Harris 3 in 
1 Solution. Look how economical it is: 


1 pint (12 per case) . . $ 2.50 each 

1 quart (12 per case) . 4.25 each 

1 gallon (12 per case) . . 15.00 each 
(Prices s lightly higher in Canada) 


1955 


That’s all you 


Why not order your first Harris 3 in 7 


Solution from your nearest Harris dealer 
today? Or, mail the coupon for additional 
information. 


Dealer Inquiries Solicited 
HARRIS-SEYBOLD COMPANY 
Harris Division * Seybold Division « Chemica! Division 


Special Products Division « C. B. Cottrell & Sons Company 
Macey Company Harris - Seybold (Canada), Limited 


Harris-Seybold Company, Chemical Division, .N 
5308 Blanche Ave., Cleveland 27, Ohio = 


Please send me complete details about the new 
Harris 3 in 1 Solution and about Harris presensitized 
oo. Also, send me the name of my nearest 
ealer. 
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WHO ROBBED 
THE FILE ? :41! 


Too late, now! The damage is done, and 
some urgently needed document is gone 
— probably forever! 


A Peerless DRI-STAT photocopier is 
your best protection against file-robbing 
‘thieves.” With this truly modern office 
machine, it’s easy to make those neces- 
Sary extra copies of reports, charts, let- 
ters, or work sheets you may need but 
can’t risk losing from your files. In just 
One minute per page, DRI-STAT will 
faithfully reproduce everything on the 
original—pencilled notations, half-tones, 
material printed in colored inks — in 
clear, sharp, black-and-white copies. 

Ask your Peerless Distributor to show 
you how DRI-STAT can end your file- 
robbing problem and reduce your cleri- 
cal work load. Call him for a demon- 
stration, or mail the coupon. 


PEERLESS 
te” et 


- 
| PEERLESS PHOTO PRODUCTS, INC. 
Shoreham, L. l., New York 
0 Id like to see a demonstration of 
DRI-STAT on my work. 


| 

| 

l 0 Please send me your free brochure 
| describing DRI-STAT. 
l 

l 

| 

| 


ADDRESS 
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Association News 
(Continued) 


ordination Division, Metropolitan Life 
Insurance Co.; Mr. Murphy’s subject 
was “Are You Ready For Further 
Office Mechanization?” 


| THE OFFICE EXECUTIVES ASSO- 
| CIATION of New York held its No- 


vember dinner meeting at the Hotel 
Belmont Plaza on the 17th. The speak- 
er was Dr. A, J. Cardall, of Cardall 
Associates, who discussed problems of 
office morale, employee grievances, and 
unionization. At the December lunch- 
eon meeting, which took place at the 
Masonic Club on the first of the 
month, John W. Haslett, manager of 
the Methods & Statistics Dept., Shell 
Oil Co., discussed “New Approaches 
to Work Simplification.” No dinner 
meeting was scheduled for December 
because of the holiday season. 


New tax— 
(From page 23) 


the cost of the new property (as to 
which rapid depreciation is adopted) 
by the assumed average annual cost of 
money replaced by the deferred taxes 
in the early years of the life of the 
property (and used to pay the addi- 
tional taxes in the later years of such 
life). The result is then multiplied by 
the number of years representing the 
weighted average period of economic 
gain. Applying an assumed tax rate 
to the result of the last computation 
gives the amount of economic gain in 
each case, 

The percentagy of economic gain to 
the cost of the new property will in- 
crease in relation te the length of the 
life expectancy of the property. 

If the life expectancy is about seven 
years or more, the Sum of the Digits 
Method will produce a higher economic 
gain than the Declining Balance Meth- 
od, and this differential in favor of the 
Digits Method will grow as life ex- 
pectancy of the property increases. Fig- 
ure 2 shows the economic gain to tax- 
payer expressed as percentages of the 
cost of new property having the indi- 
cated life expectancies, using the differ- 
ing rapid methods. 

Figure 2 indicates the substantial 
economic benefits to be derived from 
the adoption of rapid depreciation, par- 
ticularly in the case of properties hav- 
ing a relatively long life. Where ex- 
pansion is expected to be more or less 


LOOK INS 


... then decide! 


Fancy price tags don't make fine 
desks. But the “ID"’ trade-mark does! 
Any desk that wears it is a fine desk 

- constructed with care of selected 
woods for lasting durability . . . and 
designed with comfortable usability 
foremost in mind. Look for the “ID” 
symbol that certifies Indiana Desk 
quality. You'll find it in the middle 
drawer of every model ... plus a 
price tag far more modest than you 
might expect. 


Before you decide on any 
desk, write for the name of 
your nearest Indiana Desk 
moot = dealer. 


JASPER, INDIANA + U.S.A. 


TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 


STORAGE BOXES 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty's storage system assures fast- 
finding of any record. Try LIBERTY BOXEs for 
quality and low cost. 25 stock sizes. 

Sold by leading stationers. 

Send today for FREE Catalog picturing 


and describing economical record 
storage products for every business. 


BANKERS BOX COMPANY 
720 $. Dearborn Street * Chicago 5, Wi. 


January, 1955 


OFFICE MANAGEMENT 


ip } s - EEE 

ie ae b Kak a po P Oe 

SS 6A \[ 

ae Va fi | | . 
ne ; A= | | 4 | 
aa 

— ae 

Ie Seer ;  &§ | la: i ali . 

t pea i ; Sti ie 
; re | | 
eee = es ee 


continuous, the gains will accumulate 
accordingly. Regardless of the value of 
the financial help afforded by rapid 
depreciation, this economic gain, alone, 
strongly indicates the desirability of 
adopting rapid depreciation, except 
where there are special reasons to the 
contrary outweighing these benefits. 
To be concluded next month. 


Automation— 
(From page 40) 

essing system, running from the sim- 

plest units at one end of the scale, 

through electronic computers, to high 

speed printers at the other. 

Thus, Burroughs research showed 
that as much time and labor was lost 
in preparing data for processing as was 
lost in the actual processing. The 
company has developed within this 
“Make Ready” area an accounting ma- 
chine which produces a punched paper 
tape as a by-product. The tape can 
then be used to activate other machines 
in sequence. Burroughs has also de- 
veloped a unit which automatically 
reads numbers from printed cards or 
checks, and punches a card to corre- 
spond, This latter unit has been de- 
veloped to read serial numbers from 
travelers checks, and punch corre- 
sponding cards at the rate of 7,200 
per hour, but as the company points 
out, such a device can also read any 
similar uncoded information on other 
documents, and so represents a great 
potential advance in the “Make Ready” 
area. 

In “Data Manipulation,” Burroughs 
is concentrating on a small computer, 
of comparatively modest price ($30,- 
000), in the belief that the giant com- 
puters are too high-powered for the 
needs of the average business; that 
they have been developed primarily 
for scientific applications, rather than 
for business and industrial use. Bur- 
roughs has therefore concentrated on 
research aimed at preserving the inte- 
gration principle present in the giant 
computers—taking the sequenced in- 
formation, performing the required 
operations on it, and producing output 
documents without human interven- 
tion—but at lower speeds and lower 
costs than the first giant computers. 
Burroughs has also stated as an ideal 
for the business computer a unit which 
could either accept source documents 
directly, or be activated by media pro- 
duced as a by-product at the time of 
creation of the source document. 


OFFICE MANAGEMENT 


January, 


FINDS REAL COMFORT IN HIS 
HARTER CHAIR 


Paramount Star Bing Crosby, Vice President 
of Minute Maid Frozen Juices, uses the 
Harter 65 in his office and dressing room. 


“It’s the finest!”” That’s how Bing Crosby describes 
the comfort and quality he finds in his Harter 
executive posture chair. And knowing Bing’s relaxed 
art of making hard jobs seem easy, you can 

trust him to choose the posture chair that helps 
him work in true armchair comfort. 


You'll enjoy the same superb comfort in the 

Harter 65. It has luxuriously deep foam rubber 
cushions molded to fit in seat, back and arms. 
Precise handwheel controls adjust this chair exactly 
to your stature to encourage healthful posture. 
Rich upholsteries, flawless finishes complete the 
fine look of success this chair gives an office. 

Write for informative booklet, “‘Posture Seating 

The handsome Harter Makes Sense.”’ We’ll send name of your 

65 Executive Armchair nearest Harter Dealer. 


is every bit as comfort- Harter Corporation, 132 Prairie, Sturgis, Mich. 


gs HARTER 


STURGIS, MICHIGAN 


POSTURE CHAIRS 


eee ltr 11 " ; i 


Sore © ee 


ike J 

’ Vy 

(NG tHe BUSINESSMAN gt 

af 

- 

a 

1 ‘. if ‘i ‘ 

i 3 ee 

J i bk + aa ee a 4 

. ie al oo ‘ ' ae 

> — *. me , - ‘ | . fe | By - 

Va ae oe 

_ Heel Sater 2 : eee 

W » os? > es ek I Mas 

ie * ee " Li ¥ | i 

| AI “Pi: i ee - ye 4 : ” rig 

é ; > ; . F jm : = Te 7 * i 

| J ~ PIT ne at - ~ fe ‘cs : 7 

| 7 Cs ; — 

Paik 3 re eh | et Ce a 

, 

»_ ee 'e 

) abe 
» . 

: o 

¢ - 

| | 

386 1955 65” ‘4 

; a . = 


x aN 


For all men in big jobs and big men 
in all jobs, Sturgis has designed a 
luxurious new chair that oo 
sep and comfort in maharaja- 

roportions. —— is a chair for 
big decisions, maturely arrived at by 
men who have an of 


Steel springs are topped generously, 
even profligately, with foam rubber 
to cradle a man’s body in ease and 
security. The back, of Foabie dimen- 
sions, and the seat, tapering gently 
from front to rear, are like an em- 
brace. You won't rest till you sit in 
this chair! 


In luxurious combinations of leather 
or elastic versilan with fine fabrics. 
Swiveling on either the exclusive 
Sturgis fiber glass base or the fa- 
mous Sturgis streamlined metal base. 
A guest chair to match. 


POSTURE CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S.C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated 
folder describing this and other chairs. 


Name 


Firm Name. 


| veiled its NORC, a computer designed 


The E101 computer, which Bur- 
roughs is now producing in large 
quantities, is a comparatively small | 
unit, in which data are entered into 


the machine by a keyboard. The ma- 


chine is slower in its calculations than | 
the giant computers, and it is not as | 
highly automatic, but it can perform | 
the same basic operations as its larger | 


forerunners, even though its 
ory” capacity is not as great. 


“mem- 


In the area of “Document Produc- | 


tion,” Burroughs has developed a high | 
speed printing and accounting ma- 
chine, which was the first unit to ac- | 
complish high speed printing and card 
punching in a single operation. The 
new Series G High Speed Printer 
combines a number of steps in the | 
accounting process, by synchronizing, | 
totaling, printing and card punching 
in one operation. In one billing opera- 
tion, in which 2,200 utility bills are 
prepared every ten minutes, customer 
cards are placed in one of the ma- 
chine’s two reading units, and billing | 
information in the other. The two | 
sets of unmerged cards are run | 
through the machine, producing a post- 
card bill with the customer’s name and | 
address on one side, meter readings | 
and charges on the other. | 

| 


Other major concerns either already 
manufacturing and delivering com- 
puters or still developing them include 
Underwood Corporation, and Raytheon 
Manufacturing Company, which has | 
developed a computer for business ap- 
plications, but is not yet making deliv- 
eries. International Business Machines 
Corporation, of course, is with Reming- 
ton Rand, one of the two largest pro- 
ducers in the field, and recently un- 


for a special research and development 
project of the Navy’s Bureau of Ord- 
nance, According to IBM, the NORC 
is the fastest computer ever built. 


Installations increasing 


Meanwhile, the number of com- 
panies installing large computers con- 
tinues to grow. Commonwealth Edi- 
son Co. of Chicago, recently an- 
nounced that it will install one of 
the giant computers next July. Pru- 
dential Insurance Company, Lockheed 
Aircraft, the Chesapeake and Ohio | 
Railroad, Metropolitan Life Insurance | | 
Company, Franklin Life Insurance | 
Company, John Hancock Mutual Life | 
Insurance—all either have already in- | 
stalled large computers or plan to do | 


so in the near future. All told, Rem- | 


| Gye 
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~ Stenos, typists, bookkeepers, clerks, 
a select, high-calibre group . . . 
_ and YOU, Mr. Businessman con 
- have this temporary help on a 
per hour basis. (4 hour minimum) 
The personnel remain on Olsten’s 
payroll while working for you. 
— (We pay taxes, insurance and 
keep payroll records.) 
= FRANCHISES AVAILABLE 
= (Olsten’s also acts as a New 
~ York headquarters for firms 
- seeking a New York City ad- 
dress and soles quarters.) 


_ Write for additional informa- 


= tion to Pr stents. 


TEMPORARY OFFICE PERSONNEL 

Dept. M + 147 W. 42nd St., N.Y.C. 

We ore not an employment ogency. 
We ore a service organization 


Developed by 
Dr. Jonas Salk 
under March of 
Dimes grant. 
eInoculation of 
425,000 children in 44 states 
financed by March of Dimes. 
® Results of vaccine evaluation 
by University of Michigan ex- 
pected before 1955 polio epi- 
demic season. 
© Effectiveness of Salk vaccine 
being determined at a cost of 
$7,500,000 in March of Dimes 
funds. 


MARCH OF DIMES 


—— Senuary 3-A 
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Keeps Typewriter 
Platforms Firm 


Makes typing easier, faster, less noisy. 
| Improves touch, checks skipping or 
| piling. Easy to use, goes up or down 
‘in a jiffy. Won’t snag nylons, You'll 
_wonder how you did without 
jit. Ask your office supply, 
‘dealer, or write direct. 


GONCO MF6. CO. 
1259 So. La Brea 


Los Angles 19, Cal COMPLETE 


UNCONDITIONALLY GUARANTEED 
Order direct from manufacturer 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


| STO 
ype FFIELD 


ORGANIZATION 
, CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It’s that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-1. 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
OFFICE MANAGEMENT 


ington Rand has reported that 61 of 
its Univacs are either already installed 
or on order, while 119 of IBM’s large 
computers have either been placed or 
are on order. 

IBM, too, is manufacturing a me- 
dium sized computer, the 650, for 
which it has more than 450 orders to 
date. The 650 is slower and can store 
less information than the major com- 
puters produced by IBM. Prudential, 
for instance, will use an IBM 702—the 
big computer—in its home office; will 
use 650’s in each of its regional field 
offices, Indicative of the mushroom 
growth of the automation concept is 
the expansion plan of the Electrodata 
Corporation, in California, which 
manufactures automatic electronic dig- 
ital computers in the $150,000-$200,- 
000 price range. Electrodata is build- 
ing a new plant in Pasadena, Califor- 
nia, in order to double its present pro- 
duction of computers. 


What are implications? 
The significance of this rapid de- 
velopment of the entire automation 


| concept within American business has 


greater depth than the mere streamlin- 
ing of office operations. Although 
electronic computers can take over 
many routine office functions, they can 
do a great deal more than that: they 
can also mathematically explore the 
probable results of any given future 
set of circumstances and actions. They 
can, in other words, give a much more 
solid scientific basis to basic manage- 
ment decisions about future sales, fu- 
ture business trends, future regiona! 
markets, than has been possible in the 
past. 

In addition, they can solve produc- 
tion problems, and help solve basic 
research problems. 

Computers, then, will make it pos- 
sible to concentrate in one place some 
functions now spread over the general 
office, the executive suite, the research 
laboratory, and the production facil- 
ities. And computers can do a better 
job at each of the functions they take 
over than is being done now. 

Obviously, then, the site of the elec- 
tronic computing elements is going to 
be the actual nerve center of the entire 
company—the center on which almost 
all the company’s activities, either in 
the immediate present or the future, 
depend. 

And the logical place for the central 
electronic computing devices is the 
headquarters office of every company. 
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“Full day’s work 
done in 

10 minutes with 

Verifax Copier” 


Mr. Digby Chandler, 
President, Annin and Co., &@ 
New York, N. Y. 


It used to take a typ- 
ist an hour and three- 
quarters to retype a 
4-page government 
bid. Another half- 
hour was lost proofreading with a 
second girl. Four bids a day was 
tops for the fastest typist. 
Now, with a Kodak Verifax Copier, 
| this amount of work is done—impossible 
as it sounds—in 10 minutes. In less than 
three weeks the savings—on this one 
| use alone—exceeded the $240 cost of 
| this completely different copier. Every- 
day, it seems, Annin and Co. finds new 
ways to save: Salesmen are notified im- 
mediately of price changes. .. 
letters are answered without 
typing... postal insurance and 
air mail charges are cut... 
instructions are speeded to 
factory. 


Anyone can operate a Verifax Copier 
... even under fluorescent lighting. No 
| fuss. And everything is in one unit. 
You should see a free demonstration 
| in your office soon ... learn why more 
| and more companies—big and small — 
| say a Verifax Copier pays for itself “in 
| a month or less.” 

Write today for free illustrated folder 
which gives you a detailed picture of 
the Verifax copying method. 


——— MAIL COUPON TODAY--—- 


Eastman Kodak Company 
Industrial Photographic Div. [= 
Rochester 4, N. Y. 
Send free copy of Verifax folder and 
names of near-by Verifax dealers. 


Name. 


Position 


Cc 


v 7 


Street 


City State 
Price quoted is subject to 
change without notice. 
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That means that the office, which in 
so many instances in the past has been 
regarded as a mere appendage of the 
factory, might be now approaching the 
point where it will be the “brain” on 
which all factory operations will de- 
pend. The very growth of automation 
in the factory, where simple electronic 
control devices maintain and supervise 
machine operations, could very easily 
serve to accelerate the trend to com- 
plete control of all company opera- 
tions in the central office. 


“Poison-pen” typists— 
(From page 32) 

Since 1949, the Tytells have handled 
well over 100 cases of varying impor- 
tance. Their clients have included, 
among others, the Erie Railroad, Rut- 
gers University, Franklin National 
Bank, the U. S. Treasury Department, 
state police agencies of several states, 
the Royal Canadian Mounted Police, 
and two big unions. 

“The time is not far off when Martin 
and Pearl Tytell will be the final word 
in any case involving the identification 
of a typewritten document.” 

That was a recent remark of Lt. 


Stanley Smith, document expert of the 
Pennsylvania State Police. 
Typewriter connivers, beware! 


Businessman’s lunch— 
(From page 25) 

That lack he set about remedying 
when he took over the Chambord five 
or six years ago, The restaurant, which 
had opened in 1935, had always been 
one of New York’s finest, but its pre- 
Rosen attitude was typical of cordon 
bleu restaurants when it came to favor- 
ing old or prominent customers over 
casual visitors. It was with Mr. Rosen’s 
advent that the emphasis changed so 
sharply. 

The success of this theory is evi- 
denced in the current prosperity of the 
restaurant, and its brilliant reputation. 
The Chambord is expensive—one of 
the most expensive restaurants in a city 
which has never been noted for modest 
prices. It is a small establishment— 
140 is its maximum capacity, and the 
usual attendance at lunch is fifty to 
sixty, at dinner 90 to 100. Yet, the res- 
taurant carries a half-million dollars 
annually in charge accounts, and its 
weekly payroll runs to $3,800. It’s a 


small restaurant, but it’s in business in 
a big way. 

The business end and the basic phi- 
losophy which have built the Cham- 
bord to its present prominence are Mr. 
Rosen’s, but beyond that the restaurant 
is the staff's, Rosen has stipulated 
that the restaurant is to be run in re- 
verse from the usual system—the very 
best of everything is to be used at all 
times, unless the customer specifies 
otherwise, and the staff he has as- 
sembled is only too happy to oblige. 
Thus, only imported liquors are used 
in cooking; Perrier is used instead of 
domestic charged water in highballs, 
and bar liquor in each category is the 
best that is sold, rather than a medium 
grade. Medium grades are available, 
but they must be ordered by name. 

The staff that maintains the estab- 
lishment is in the grand tradition. The 
chef, Marcel Grange, who is the ab- 
solute and undisputed authority over 
everything that goes on in the kitchen, 
learned his profession at the Hotels 
Crillon and George V in Paris, both of 
which are celebrated names in a gour- 
met’s world. Grange was chief cook at 
the French foreign office when the late 


3 poputar LABELING propucts 


- - - PERMA-STIK, the self-adhesive tube or strip-like label holder that is 


now open on three sides for greater utility. It will hold a card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 
PS-%. Ya" x 
PS-% 1%" x 
PS-1 Ys 


6 30c per ft. 
6" 35c¢ per ft. 
6" 40c per ft. 


FOR RING BINDERS 


Smooth finished, durable metal construction—celluloid window protects ond keeps 
lobel clean. Neat uniform appearance —lasts indefinitely. 


SO-1 for 1” Ring Books... ...... $0.25 each 
SO-1'% for 1%” Ring Books... . 
$O-2 for 2” Ring Books. . . . 


-30 each 
.35 each 


FOR POST BINDERS 


PBM—1”" x 242” 
PBL—2” x 242” 


9920 Freeland Ave. 


OFFICE PRODUCTS, INC. 


Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 17] - 2nd St., San Francisco 5 


There is a Vinyl Plastic Label Holder for every type of open back binder. 
Will not worp or curl—made to Slip-On any size post. 


PBS—'2" x 242”.... 


January, 1955 


OFFICE MANAGEMENT 


f ao om e 
x | PormaS tthe mo 
~ 
9 con UT 
ae 4 NG BOE ee 
eR hs \'¥ ——— ee 
ig a SLIP-ON LABEL HOLDERS | 
: is ; “eed a Ay 4. 17 
i : On. is bn 4 % ) 
C—O a, |) 2 | 
mee ; a ad, fy Ps ... $0.20 each 
ne ey. If, f ie .25 each 
ey Bey Ps 
‘ 68 a eet a 
ea iG: ang mn 
Faas 4) ere > a Se i : re. eee ae ae je eS ce i aes — ee ies ——— aaa os 
La |S ime ae Oe ee ne “ae. 31 ee, oe _. ae «6 he 


King George of England, and Queen 
Elizabeth dined there in 1949. 

Nine believers in the age of special- 
ization work under M. Grange, One 
makes only souffles; one only prepares 
meats; two do nothing but vegetables; 
two are sauce cooks and that alone; 
three specialize in cold dishes. Pur- 
chasing of supplies is equally special- 
ized. One person only buys meats for 
the Chambord; another selects the veg- 
etables to be used. 

The waiters are not equally special- 
ized, but they must meet stringent 
standards. In the first place, each must 
speak several languages, because, al- 
though the Chambord concentrates on 
attracting businessmen, it is still a 
world-famous restaurant, and gourmets 
from all parts of the world make it a 
point to eat a meal there while in New 
York. Then, too, it is relatively close 
to the United Nations headquarters in 
New York, and delegates from both 
sides of the Iron Curtain who love their 
food are regular visitors. 

Waiters food experts 

In addition, each waiter must be an 
expert on food—its preparation, what 
ingredients are used, etc., since he must 
be able to advise customers who ask for 
his suggestions. He must know wine 
as well, for the same reason, Too, like 
all good waiters, he must be a bit of 
a psychologist, except that at the Cham- 
bord he is expected to be a good deal 
better than “all good waiters.” It is 
his business to make every guest feel 
welcome, to advise those who want ad- 
vice, and leave alone those who do not, 
to let the customers who like to savor 
their cocktails linger over their drinks 
as long as they want before serving the 
meal, and to give prompt and efficient 
service to the more impatient variety. 
Even, wonder of wonders, Chambord 
waiters have been trained to be just as 
pleasant to the occasional customer who 
leaves no tip, and to welcome him just 
as cordially when next he comes in, as 
they are to the more orthodox visitors. 

The Chambord is not a drinking es- 
tablishment, even incidentally. Its bar 
is minute and is strictly for use by 
guests waiting a few minutes for their 
lunch or dinner table. But it has a 
wine cellar, of which it is immensely 
and justifiably proud. The list of rare 
and famous wines it boasts is too long 
to be listed, but some of the more ex- 
otic specimens of standard liqnors will 
give an idea of the cellar’s extent. The 
well-fed guest may climax his meal 
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with either a Napoleon, an 1820 or an 
1844 brandy. He may precede it with 
a drink of 1847 rye, or even with a 
Civil War specialty—an 1863 liquor 
composed of % rye whiskey, blended 
with 4% corn whiskey. 

Whatever he wants in the liquor line 
—as long as it isn’t too much—the cus- 
tomer is always right—even the faith- 
ful devotee of the 1847 rye, who orders 
a shot of it (at five dollars a portion), 
instructs the bartender to add the neces- 
sary sweet vermouth, and relaxes to en- 
joy his special version of a Manhattan 
cocktail. 

The staff shudders—from Gallic top 
to toe—but, at the Chambord, the cus- 
tomer is always right. 


systems machines 


Model AV systems 
machine illustrated. 


“Auditing — 
(From page 20) 


Are you auditing your procedures, 
and keeping them suitable for the 
times so that you will have a continuous 
cost reduction program? There is little 
doubt that cumbersome and excessive 
procedures and systems, built up dur- 
ing the war production years, may be 
reduced and streamlined to adapt oper- 
ations to more competitive conditions. 
Simplification of your internal proce- 
dures requires study and thought now, 
just as expansion and emergency meth- 
ods required attention and service in 
the war years. 


| 
| ORIGINATORS OF THE SPIRIT PROCESS 


“SUNIVERSAL’’ SYSTEMS MACHINES: 


World's cnly systems machines that give you the magic of pushbutton changes 
through selection, elimination, condensation, or shifting of lines, columns 


or headings. All from only one master, without masks, blockouts, strip- 
| masters or shingled forms. 


SPIRIT DUPLICATORS 


| 1955 models by the originators of the spirit process. All Ormig duplicators 


or motor driven. 


Write to... 


oe 
Cop So, distributors 
in the U. S. A. 


Carbon paper & ribbons © Duplicating, 


Dept. E1, 105 Chambers St., New York 7, N. Y. 


photocopying & systems machines & supplies 


feature rugged construction, simple and foolproof clamping device, and 
direct wick moistening. Available in sizes from 9” x 14” to 14” x 17”—hand 
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“ENTHUSIASTIC AND EXCITED" 
about his EFFICIENCY DESK PAD 


22 x 17 size, 75 sheets to pad. A clean sheet every 
day for three months. 

No more searching for scratch paper or lost memos, 
but a large size pad always available. 

Each sheet perforated at top, bound along top and 
lower corners with grey cloth or tan, red or green 
leatherlex. 

You'll like them as so many others do. 


Ask your stationer for 
EFFICIENCY DESK PADS 22 x 17 


American Pad & Paper Co., Holyoke, Mass. 


ae 


LYMOUTH RUBBER BANDS 
sel i _. OUTLAST ... OUTSELL... ALL OTHERS 


oe 


@ Bands for Every Purpose 


@ We'll Make Them for a""x 
Your Special Needs 


' vowaily (BUTED AVAILABLE AT YOUR REGULAR SUPPLIERS 
4 hubs Standard Bands Made to Federal Specifications 
YMOUTH RUBBER COMPANY, Inc., Canton, Mass 


Electronics dominates 
SPA conference 


(Continued from the December 1954 issue) 


The Tuesday morning session began with a talk by E. T. 
Magruder, a statistician for The Chesapeake & Potomac Tele- 
phone Cos., Washington, D, C. Mr. Magruder took as his 
topic, “Sampling as a Management Tool.” He felt that the 
potentialities of work sampling had not been properly ap- 
preciated by management. Sampling techniques, he said, can 
be used in controlling the quality of clerical work, inventory 
control, audits, and in other fields, and can be used to 
provide useful and accurate data on which management can 
base decisions. It is not necessary, he said, for the user of 
this technique to be a professional in order to obtain satis- 
factory results. The basic principles, of course, must be 
understood, but these can be readily acquired. 

Ford R. Larrabee, president of Cincinnati Industries, Inc., 
devoted his address to the subject of incentive plans, which, 
he said, had produced useful results in his company. Among 
the plans was one covering clerical workers. Certain types 
of work, he explained, could be measured in terms of units 
produced, such as the number of stencils typed, the number 
of individual employee pay records calculated, and the like. 
For units accomplished, points of credit are assigned. In the 
case of secretaries and similar employees whose work is not 
measurable directly in units, credit is given for hours worked, 
up to a specified limit. Beyond that point, they earn extra 
points in more specific activities. In another plan, incentive 
compensation is related to the amount of raw materials 
consumed, in this case paper. 

Office workers are grouped for purposes of determining 
whether or not the group as a whole has produced sufficiently 
well to merit incentive compensation. Within the group, 
individuals are paid a percentage of their salaries. 

Edmund D. Dwyer, director of the Office Methods Divi- 
sion, Department of the Navy, Washington, D. C., was the 
next speaker. He discussed the Navy’s paperwork simplifica- 
tion program and the tremendous savings it had brought. 

Mr. Dwyer made the point that the cost of paperwork 
is not limited to the cost of the materials, the salaries of 
the persons concerned in preparing it, the space and equip- 
ment required, and the other factors normally figured in 
such estimates. Much of the real cost of paperwork is in 
the time of the people who must read it, including the 
secretary, the executive, and those to whom it may be 
routed. If the paperwork is unnecessary to begin with, it has 
wasted the time (and an appropriate portion of the salary 
expenditure) of the people who handle it after it is prepared. 

During the afternoon, representatives of seven major manu- 
facturers discussed new developments in the equipment 
field. The speakers were Luther A. Harr, of Remington 
Rand Inc.; T. Vincent Learson, Director of Electronic Data 
Processing Machines for the International Business Machines 
Corp.; Kenneth P. Morse, executive vice president and gen- 
eral manager of The Standard Register Co., and president 
of the Huebner Co.; Harry Knox, sales supervisor for elec- 
tronics processes, Addressograph-Multigraph Corp.; Peter 
Prozeller, of The Haloid Co.; Richard E. Sprague, Director 
of Sales and Applications for the Electronics Division, The 
National Cash Register Co.; and Milton E. Mengel, Director 
of Product Planning for Burroughs Corp. 
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Office managers’ secret 
of keeping floors 
looking like new! 


¢ Scuffed floors, worn rugs, screeching furniture 
are no longer problems to this office manager. 
Not since he put Bassick “Diamond-Arrow” 
casters on his chairs and other movable office 
furniture, anyway. 

These efficient Bassick casters make either 
wood or metal furniture roll smoothly, easily, 
quietly. Swiveling is easier, too, with double ball- 
bearing action and soft rubber or hard phenolic 
plastic treads that provide safe, sure floor 
protection. 


Specify Bassick, the caster that’s easy on your 
floors, easy on your budget. Ask for them at your 
office supply store. Or write The Bassick Com- 
pany, Bridgeport 2, Conn. Jn Canada: Belleville, 

t. 


For wood-base chairs For tubular-base chairs 


Lia as cneiesenenendenan <fiian cn snsilimaniemaneseinnenas 


R. A. STEWART AND co., INC. &4 A DIVISION OF 


80 Duane Street +» New York 7, New York et ee 


75 YEARS OF CASTER LEADERSHIP 
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The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS. Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Limited, Toronto 


—— 


9 
S meadkd_ te11-1-vision : 
Filing System...is tailor made for 
_ any Business whether it be | 
Large or Small 


a0 IViDUAL 


"eres how it Works ,- IND 
=—ancous | NAME Foot 


IsceLtA 


C4 FOLDER 


A-z Adding machine figures 


must be verified by original 
instruments from the files. 


We say our system reduces filing time. Ask your sta- 
tioner for a demonstration or write us for free sample 
guides and full information. 


DEPT. OM 


Smeacl mre. co. inc., HASTINGS, MINN. 


(Continued ) 


These speakers described new equipment recently intro- 
duced or scheduled for introduction in the near future, In 
general, they agreed on several points. First, a company 
must take major responsibility for determining whether or 
not it can profitably use an elaborate electronic system, It 
must study its own operations and the capacities of the 
new machines in order to determine what equipment is 
required. The various manufacturers of electronic equip- 
ment, in their turn, make available courses of instruction 
by which executives and other company employees can 
become familiar with the new equipment. 

Second, it is better that a man familiar with his own 
company’s operations should learn to set up programs for, 
and to operate the new equipment than for a man techni- 
cally expert in the equipment to try to learn a customer's 
whole business. Third, and in support of the second point, 
it is not necessary to be a technician to program the type 
of computer operations most valuable to business. Fourth, 
if a business makes a thorough study of its own procedures 
by way of determining its needs for electronic equipment, 


| it will almost certainly discover numerous ways of simplify- 


ing its operations. It may develop that when the appropriate 


_ improvements have been made there will no longer be any 


need for expensive equipment, but if the equipment, how- 
ever, is required, the company will know how to use it 


intelligently. In any case, the investment in self-analysis 
| will have proved profitable, whether or not the company 


invests in an electronic system. 
The final session, on the morning of October 27th, was 


_ introduced by the address of Devereux Josephs, already 


quoted, which summarized most of the main points brought 
out in the discussions of the two preceding days. The final 


| portion of the conference was devoted to a panel on the 


subject, “Approach to the Automatic Office.” The four 
participants were Dr. Howard Aiken, director of The Com- 


| putation Laboratory, Harvard University; Kenneth A. Wulff, 


C.P.A., currently in charge of administrative services work 
in the eastern area for Arthur Andersen & Co.; E. G. 
Benser, assistant to the vice president, C.I.T. Financial Corp.; 
and Col. G. C. McDowell, USAF, chief of an ‘office newly 
created to introduce electronic data processing equipment 
into the Air Force logistics system. 

Dr. Aiken said that over the centuries man had developed 
machines of certain basic types: (1) machines to produce 
power, as a substitute for muscles, (2) tools, as substitutes for 
manual dexterity, and (3) instruments, as aids to man’s 
perceptive powers, With the aid of these, man has striven 
to produce consumer goods. 

Now, said Dr. Aiken, a new profession is developing— 
that of the expert in data processing. Harvard, he pointed 
out, is now in the first semester of a new two-year program 
which offers a Master of Science degree in data processing 
to qualified candidates. The universities, he said, are obligat- 
ed to develop curricula and to train men for the automatic 
age which is now beginning. The trend of modern science 
and of modern education is toward a fulfillment of a 
prophecy made in ancient times by Aristotle, who predicted 
that the elimination of human drudgery will be accom- 
plished only by the introduction of automatic tools. 

Mr. Wulff discussed certain basic functions required of 
computers—the performance of sequential operations, cal- 
culation, storage of information, and selection of necessary 
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GENERAL @@ ELECTRIC 
SUPPLY COMPANY 


@ DIVISION OF GENERAL ELECTRIC DISTRIBUTING CORPORATION 


of Overhead in District Offices 


" All customer-billings are examined and the billing- 
linage for each major item, such as TV, Radio, Appli- 
ances, Repairs, etc., is segregated and tabulated on 
The Denominator. 

t The proportionate figures shown enable management 

to allocate accurately the clerical expense of billing to 

each sales department of the Company. 

For cost surveys, as above, sales analysis, item control, 

or simple tabulation—by units, tens, dozens, fractions of 
dozens, or gross lots—The Denominator will 

” prove an invaluable time saver. 


For literature or further information write 


Dept. OM-51. 


DENOMINATOR COMPANY, Inc. 
261 spon NEW YORK 7, N. 


a Mae 
achines for 40 years 


Tabulcting 


Whatever your wardrobe or “‘locker”’ require- 
ments, these new modern units will fit your 
needs efficiently —will save floor space, keep 
“wraps” aired, dry and in press; come in 
sizes, types and finishes to fit in any avail- 
able space, to provide any desired capacity. 
All are smartly designed, sturdily built of 
welded furniture steel; stand 
rigidly—never sag or wobble. 


TORCH YAN 


cial advantages for company 
cafeterias, stockholders 
meetings, sales meetings etc. 
They can be set up anywhere 
in a minute, without 
| tools ...can be stored 
away like folding 
chairs when not in use. 


a Checkerette racks offer spe- 


Write for Catalog 61 


VOGEL-PETERSON CO. 


“The Coat Rack People” 
1121 West 37th Street . CHICAGO 9, ILL. 


OFFICE MANAGEMENT January, 1955 


Me...4 


In one convenient, clean operation, you eliminate the 
messy, time-consuming task of changing sharpener cut- 
ters. Ask your stationer for a demonstra- 


tion—then or 


supply for quick, easy replacement. 


Specify, too, 


Sharpeners, Staplers, and 


Punches. It 
buy the best. 


Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 
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“complete” cutter head assembly. 
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der and stock an adequate 


Apsco Pencil 


costs less to 


LOWER 
PRICES 


‘ ie. 4 P. | 
Envelope and Paper Corporation 


121 VARICK STREE 


FREE 


Send attached coupon 
for handy illustrated 
folder describing all 
types of envelopes. 
GET OUR PRICES 
AND COMPARE 


T » NEW YORK 13, N.Y 6 CHelseo 2-6432 


i ENVELOPE AND PAPER CORPORATION ! 

1 121 Varick St., New York 13, N.Y. 1 

i Attn: Dept. 01 Pen i Z 

(1) Send me illustrated envelope folder. ; % ] 

1 Nome ! g : 

I Cc r 7 ! % : “i 

Address. Pe 

Rice ctrques: caprgpeces peegrarcmera ner I = ] 
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No USE 
LOOKING, 
OSCAR 1. YOu 


CAN'T SEF My 
PAYCHECK 
RouGH THIS 


“OUTLOOK” 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


T HE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


WRITE Tooay! 


Write for samples and prices. 


[eis e1¢6 : Wei . 
riginators of “Outlook” Envelo 


VE 


SUGWALS FOR BUSINESS — 


. » 


TRANSPARENT 
; | SIGNALS 
for “visible” systems 


Exert new control over any type of 
office system with Graffco Signals. They 
never ‘forget. Always there to —_ 
start, check, alert. Your office supply 
dealer will be glad to explain what 
they can do for your particular needs. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


Keep BUSINESS Under Control 


74 


CLASSIFIED ADVERTISING 


Rates are 5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPES OFFICE Machines, Filing Equipment, Office 
Furniture, Kardex, Acme, Postindex. Will exceed manufacturers’ trade-in 
allowances. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York 13, N. Y. 


ELLIOT 100 TRAY CABINET and manual Cardvertiser machine almost 
new. Used two years. D. B. Bassett, 270 Dartmouth St., Boston, Mass. 


VISIBLE FILING EQUIPMENT, Kardex, Acme, Postindex, etc. All 
equipment thoroughly rebuilt and guaranteed. Commercial Card Systems 
Co., 135 Grand St., New York 13, N. Y. 


CALCULATORS AND ADDING MACHINES Wanted, all makes. State 
make, model, serial number and adding capacity. International Office 
Appliances Inc., 326 Broadway, New York 7, N. Y. 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 


Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


USED, RECONDITIONED A. B. Dick mimeographs. Hand operated. 
Model 91, 92, 430 and one No. 91 electric. Hastings Typewriter Co., 
518 W. Third St., Hastings, Nebraska. 


Business Opportunities 


WRITER, 7 years’ experience, will work on free-lance basis; reports, 
editorial, publicity and advertising copy; re-write editing. O. M. 174 


WE DESIGN, EDIT and Produce House Magazines for business organ- 
izations in the east—employee or external. We perform all editorial 
functions — see each issue through to completion. Also skilled in 
preparation and presentation of office reports. Kim Darby & Associates, 
5 Beekman St., New York 38, N. Y. 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 


Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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(Continued) 


information from among alternatives. He said that, in 
general, electronic systems will be economical where there 
is a large volume of work to be processed, and he pointed 
out the advantages of using common language methods 
of producing and transmitting the basic information used 
in business operations. 


Mr. Benser spoke of how his company had been able to 
use common language equipment in spite of its decentral- 
ized operations. He referred to himself as a believer in 
taking the intermediate steps toward automation, instead 
of waiting until ultimate systems are available. For example, 
he encouraged installing equipment which could record 
original data in common language form, with a view to 
interconnecting it with other equipment as developments 
occurred. 

Col. McDowell discussed the enormous complexity of the 
problem of supplying spare parts to Air Force bases. The 
Air Force, he stated, has to deal with 1,200,000 different 
stock items; it conducts 1,100,000 transactions a day. Be- 
cause of this huge volume, the Air Force has particular 
problems in ordering and shipping. Col. McDowell said 
that of the total effort involved in filling a typical order, 
about 80 per cent was consumed in the processes of order- 
ing and communication; the remaining 20 per cent of the 
effort was expended in procedures related to the actual 
shipment. By the use of electronic systems, including two 
Univacs, the Air Force expects to reduce the 80 per cent 
figure drastically. The possibilities of electronics, he said 
seem to be unlimited. Although the Air Force has been 
operating a Univac for some time, he felt that they had 
hardly begun to explore the enormous possibilities of equip- 
ment of this type. 

Simultaneously with the talks in the grand ballroom, a 
number of seminars were conducted on the following sub- 
jects: “Orientation in Electronics,” “Initiating an Electron- 
ics Program,” “Utilization of Present Electronic Equip- 
ment,’ “Records Management,’ “Work Measurement,” 
“Quality Control in the Office,” “Forms Design and Con- 
trol,” “Practical Work Simplification Programs,” “Systems 
and Procedures Functions,” “Communications,” “Office Lay- 
out and Design,” “Operations Research,” and “Inventory 
Mechanization.” 


In addition, a number of major manufacturing companies 
exhibited new equipment in smaller rooms adjoining the 
grand ballroom. 


A Time-Saving “DUX" 


On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


ONE DOZEN STAMPS—$1.98 


6612 Sunset Bivd. 


Imagine a single rubber 
stamp machine that does the 
work of 12. The new "Daily 
Dozen" multiple stamp con- 
tains all the proper imprints 
for mailing, banking and 
billing . . . simply turn the 
dial to select the imprint you 
need. There are twelve rub- 
ber stamps built into this 
one efficient machine and 
each stamp is over one and 
a half inches long. If pur- 
chased individually, 12 
stamps would cost about 
$10.00, but this convenient, 
space-saving machine costs 
only $1.98 complete! 


Order NOW from 
COSSMAN STAMP CO. 


Dept.OM Hollywood 28, California 
Money back Guarantee. 


TOP MANAGEMENT SEMINARS 


Limited attendance 
9 A. M. to 5 P. M. 


Unlimited Subject-Coverage 


Five-day Sessions 


@ Electronic Computers—Applications and Limitations 


@ Office Mechanization Standards 


@ Job Evaluation and Performance Rating 


@ Supervision and the Supervisor 


@ Operations Research—Tools, Techniques 


@ Other Subjects 


Seminars held every month except December and January. 


Write: Hugh A. Warner 


Formerly technical director, 


National Office Management Association 


Box 19, Route 4, Elkridge 27, Md. 
Phone: Elkridge Maryland 715J 


CEL-U-DEX 
CRIMPED 


SIGNALS 


FOR VISIBLE 


Twelve colors available. | 
Special colors, sizes, PANEL 7 
printed and punched 
nals upon request. 


=WRITE TO 


Lansdale Products Corporation, Lansdale, 


OFFICE MANAGEMENT 


January, 1955 


At your stationer 
or write for sam- 
ple and circular. 


RECORDS 


Brooklyn 1, N. Y 
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Wee Bonny Blessing! 


Figure how much inefficient erasers cost you every 
day, as girls correct shortnand and typing errors— 
take time to remove originals and carbons from 
machines—frequently do the work over! 

Contrast the savings you achieve by using quality, 
uniform texture Weldon Roberts Erasers. Best for 
calming stenos’ jitters; cleanly correcting errors. 
Ask your dealer for Weldon Roberts Erasers speci- 
fically suited to your requirements. 


< 440 GREEN GLOW 


Soft, smooth, pliable eraser in 
attractive green color for pencil 
erasures and cleaning work. Fea- 
tures the “stubby” shape with 
beveled ends. For office, draft- 
ing, art, school and general use. 
(Large size, No. 441.) 


JET ERASER > 


cylindrical stick eraser in attractive trans- 
parent plastic holder. Tip unscrews so eraser stick can 
be moved outward. Red rubber for pencil erasing, 
gray rubber for ink. Pocket clip style for general use. 
Brush whisk style for typists. Refills. Tops for typing, 
accoxnting, drafting, professional and student use. 


WELDON ROBERTS RUBBER CO. 


365 Sixth Avenue Newark 7, N. J. 
W orld’s Foremost Eraser Specialists 


Convenient, 
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IT’S A PLEASURE... 
When you dictate with the new EXECUTIVE 
SCRIBE. 


The EXECUTIVE SCRIBE is the dictation system 
of the future .. . years ahead of competition. 


The executive desk sets shown here are the 
only pieces of equipment that you will ever 
need in your office. In addition to the alter- 
natives below, there is an executive desk sta- 
tion available which eliminates the necessity 
of holding anything in your hand. You can 
work with both hands while you dictate. 


The EXECUTIVE SCRIBE is a flexible, econom- 


it’s a pleasure 


...1t’S a scribe 


i" 


ical multi-station dictation system that is so 
simple to use... IT’S A PLEASURE. All func- 
tions of the recording unit are remote con- 
trolled with fingertip ease. 


By far the most advanced dictation system 
ever devised. 


The EXECUTIVE SCRIBE has a range of acces- 
sories designed to satisfy the most discrimi- 
nating executive. Whether you choose the 
unit with the miracle mike, the telephone 
hand set, or the executive station, we know 
that you will agree that Scribe is years ahead. 


Try a Scribe without obligation. 


if 


Pr _ 
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* 
Sc ibe SALES AND SERVICE FROM COAST TO COAST 
CORPORATION, 5022 WEST MADISON, CHICAGO 44, ILL. 
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Figure -facts 
come fast with Multi-Flex 


Control 
on the 


Underwood Sundstrand Adding Machine 


A business moves on facts. 


You can get your figure-facts faster 
... by using the new Underwood Sund- 
strand MULTI-FLEX Adding Machine. — 

You'll get simplified 4-point con- 
trol. It’s faster...quieter...easier 
to operate...simpler to multiply. 

New, advanced design, plus the 
famous Underwood Sundstrand 10- 
key Touch Method brings you: 

.. approximately 20% faster 
cycle speed 

..new Multi-Flex Bar, for faster 
multiplication 

.. easier correction of errors with 
new electric correction key. 


Your operators will welcome the 
quiet performance of this new ma- 
chine...its smooth, cushioned, untir- 
ing action! 

Call your Underwood Representa- 
tive, listed in the Yellow Pages of the 
Telephone Directory. Ask him for a 
demonstration of the new Underwood 
Sundstrand Adding Machine. You’ll 

see how figure-facts roll 
with Multi-Flex Control. 


Underwood 
Corporation 


The Original 
Tevch Methed 


The Muiti-Flex control bar, 
always under your finger 
tips assures positive 
control of your figuring 
problems. It is so flexible 
that changing from one 
type of calculation to 
another is faster than 
ever before. 


Leet —__| 
Adding Machines... 

Accounting Machines... 
Typewriters...Carbon Paper... 
Ribbons... Punched Card 
Equipment... Electronic 
Computers 

One Park Avenue, New York 16, N.Y. 
Underwood Ltd., Toronto 1, Can. 


Sales and Service Everywhere 
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